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INTRODUCTION'

. -

This handbook:was -developed to aid school-Advel adMiniStrators of

the School. Volunteer Program. S'ince must be shared by the Principe

the School Volunteer Resource Person, and the School Volunteer.Chai

it_should be kept in a centrakand easily accessible location with

the school. It has been designed. eo that any additional forms or appro-
.

priate pages may be.added easily,

. It is organized into five sections which are outlined

'of Contents page. All inquiries regarding the use,Wthis.handbook

the. Table,

. . . .,_
. .

'should be directed to the appropriate Schapl.,fi.Aunteer,Program Area
- ,

f
A4

4eCialist or the Central School Volunteer Program "Office.

11,
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)SVP RESOURCE PERSON JOB DESCRIPTION

Responsibility:

The School Volunteer Program Resource Person is responsible to the principal of
the gchool in which he is A regular staff member. .

Major Duties:

1. Serve a3 a liaison between the school and the countywide school volunteer

office

2. Serve as a resource person to teachers in the training program for the
use of volunteers, using the B-2 Volunteer Education Modules.'

3. Assist the School Volunteer Program Chairman in. presetting the training
program for volunteers at the local school level, using the 04 Volunteer Education

Modules or other training techniques,

4. "Puce voldnteers in the school according to documentpd needs.

5. Assist tn theaministering, compiling and interpreting assessment in-
struments used to audit the effectiveness of the program.

6. Provide feedback to the area and district school volunteer office on the

'functionin§ of the School Volunteer Program. .

7.- Follow procedures outlined in the SVP Leaders' Handbook.

Oualifications: ,

' 1. Regular school staff member.

f:

2. Interest in volunteers as assistants in,the school.'
. - .

3. Willingness to cooperate with area and district staff to implement the
School Volunteer Program. ,

4. Have permission of principal to attend Periodic all -day workshops.

5., Be a penson who communicates, effectively, with the school staff and

persons'in the community.

F



V

Responsibility;

The School Volunteer Program Volunteer Chairman Is responsible. to the principal
of the school in which he is working.

SVP VOLUNTEER CHAIRMAN JOB DESCRIPTION

Major Dirties.;

.. ..,
1. Recruit and-interview volunteers. P .1.

e
2. Preient basic orientation for all volunteers in a given school, using

Volunteer Education training materials.

3. Be available.in the school a minimum of 2-4 hours 'a week to work with
volunteers in carrying out the program... .

4. Attend periodic workshops sponsored by the School Volunteer Program.
or

'S.. Maintain attendance and registration records.

6. Assist in administering and compiling assessment instments used to
evaluate the effectiveness of the program.

7. Prepare. resUres on volunteer' 'contributions.

8. Follow procedures outlined in the SVP Leaders' Handbook.

Qualifications: '
1. .Demonstrate skill in dealing with -renters of the Community.

2. Have some experience in volunteer work. .

3. Be willing to give a minimum contribution of one semester as chairman
of volunteers. .

p
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WHATCIS pc-peop VOLUNTEER RESOURCE PERSON/VOLUNTEER CHAIRMAN

A good volunteer chairman,is noit prejudiced against volunteers in general.

He appreciates their help.and welcOxies them as'valuable teammates.

* -

He is -not only y-a checker-upper but a builder -upper as well.

He does,not take volunteers for granted and he realizes that they owe him

and his School Volunteer Program nothing. He apprecia't'es the fact that

these,good citizens have given up their time in which they might haVe'bten

doing something for their own pleasure'or profit. ,

He welcomes them into the School Volunteer-Program, keeps them acquainted

with important developments in the work and includes them in'sharing some

Of the prOgraes-successes.

He makes himself easily available for questions or general discussion about'

problems on a one -.to -one, man -to -man.basis. Not only is, he willing to

listen to the 'newcomer's idead but he makes it a point to welcome and

encourage creative.thinking.

',He and his. staff try to know the volunteer as a 'person, pOssibly unearthing

'hidden skills and talents hertofore unknown *and unused.bythe program.

He uses democratic methods, substitutes suggestions for orders and does not

lean too heavily on his own authority and position.

He is concerned about,' the volunteer's complaints and displeasures and

evaluates them carefully to do what he cant8-torrect them.

He supplies. new'isource materials which will help the volunteeroti his

job asd encourages and guides him in his.reeding of professional material.

He encourages volunteers to make small decisions (if they are not

related toschool-policy) but watches closely to avoid big mistakes.

He understands that the young lady who is doing some routine cleriCal

work in the office may be a chqmpion or expert in some other activity

or subject that the school could use in its, program. Once'identified,

he is quick to uee theie new talents for the benefit of the 84001.

He is quick to comprehend which volunteers can and really do want to do

more than they are presently doing. By the same token, he watches to

see that the7responsibility given to a volunteer does not overburden him,

or threaten to lead hlantoward failure and frustration.

He will make the necessary arrangements if\ it is deteriined that a

volunteer's duties, responsibilities, or general job descliption need _..

to be modified in any way. He is -able, to recognize when a volunteer is

ready- ,for additional or 'special training.'%
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He makes it a point to arrange fox a social reception for new volunteers
to meet the regular professional staff and some of the older volunteers.

Et is able to determine when a volunteer is thinking of quitting. In *ouch

a case, he should arrangtfon a PRE-EXIT INTERVIEW to try to adjust

matters and save what might become a happier, volunteer.

-School! Volunteers -want-their -supervisors to-

-keep in-closer touch with them

- provide good working conditioni

-give good training and suptrvision

-build up their morale

-treat them fairly and impartially

-give them meaningful services to perform

How to supervise 'volunteers .

follow guidelines of job desCriptions

.give careful:but not verbose,'instructions

S

talk to volunteers on a one-to-one basis whenever possible and create

a warm friendly atmosphere .

respett the volunteers! abilities

be' accessible- -but stay in the background

outline a procedure.for school staff` members who desire the services ,

of i volunteer

assign the voluAteer to an individual staff member

introduce the volunteers to the staff or person in the'prograM to

whom he is responsible. .



STEPS FOR SETTING UP A SCHOOL-LEVEL SCHOOL VOLUNTEER-PROGRAM (SVP)

I. ,Orient ,principal' to SO..'

A.- Present a history and, overview of the S . -,

B. -Describ'e' the organizaifo# of the SVP. I ,

.C: Explain-the advantages of :having a-SVP.

D. Identify the voludteer job categories and components from which volUateers came.
.. .

E. Outline the-auties of, the SVP Resource Person and SVP Chairman

.II. Identify and train the SVP Resource Peison.and SVP Chairman. .

A. Cofaplete SVP Resource - Person and SVP Chairman Identification Forms.

B. Discuss SVP Leav*,s.Arandbook
C. Clarify duiies.and responsibilitiei. . ,-

D. Plan major activities and establibh time line' of events.
, ,

E. Identify resources.'
,

. .
.

.

F. Set dp,comigunications system including school-level leaders and Area

Volunteer Specialist.

III:- Orient FaCUlty; ..1 ,

'A. Present information.
-:

1. Include history, organization, accomplishment4, .components,'Volunteer

job categories, etc. , ''

2. Use mediA from Central and Area Office(i.e."the 10 minute color films"V",
or the 10 minute, Slide/tapepresentatioh, "Seivice With*A'Smile.) .

B. Assess needs.' - , : . . ,

,C. Stress cooperative role.of teachers and.volunteers.
,, . ._

IV. Recruitvolunteers.. -r. -

.

A. Identify potential sources of volunteers.
B.. Plan recruitment campaign,for both regular volunteers and Commdhity Resource,

Volunteers.
C. Co-ordinate recruitment campaign with other,school/community activities.

(i.e. BaCk-;to-hdhool Night,'P.T.A. meetings, American Educationyeek.)

'D. Prepare publicity materials(i.e. flyers,jposters, etc.)
.

V. Orient volunteer° .f
. .

A. Fill in registratiOn form and.explain,aign-in-prodedures.
B.. Explain main 'parts of the SVP of Miami..

C. Explain guidelined and policies of sctool4evel SVP. 4

D. Introduce key personnel. -.: .

VI. 'Place volunteers. . .

A. Match volunteers to teachers' needs.
B. 1orm the volunteerS,Atsachers, and principal.
C. Review' placements pAloacaliy.
D.' Make recommendations fOr following

.

VII. Train volunteers.
A. Plan for various levels of Oraiming(i.. on-the-job With tea hers,ihy subject _

'. area with consultants, etc.)
eor!B.' Monitor training. "'

12
(cont.)



STEPS 'FOR SETTING OP'A SCHOOL-LEVEL SCHOOL VOLUNTEER PROGRAM (SVP)

(corm.)
4 .

VIII, -Monitor the progress' of program..
A. Secure on-going. feedback from teachers and volunteers.
B. Solve,problema.if they arise.,

C., Promote comnmhication and act as liason.
D. Secure from appropriate sources the necessary support materials- (i.e.

,

sign -in forms, buttons, etc.)
R.- Prepare.bi-annual report.

. ,

IX, Evaluate the progress of the program:
A. Plan fOrand con4uct periodic and final evaluation activities.
B. Hake changes based on ev uation information..

X. Plan for the following year's program.
A.. }fold planning meetings withnew leaders.

= :B.. 'ProVide for the transfer of materiala and records.
t

t.

vti
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SVP COMMUNICATIONS NETWORK.

rn

Area
"Supt.

I4

SVP
County
Coord.

Volunteer
Chairman

SVP.
Volunteer
Resource

Person

N SVP
Vol 'lintels.,

Student
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CENTRAL. OFFICE

School Volunteer Program of Miami
Dade County Publit SchOOls
-1451 North B'ayshore Drive, 10th Floor
Miami, Florida 33132
'hone: 371 =2495"

School Mair Code:
V

Coordinator of Volunteer Services
Dr.-Audrey H. Jackson
Secretary: Jeanette Woske

coordinator of Televistori Training For T.T.V.
Nancy Cooper
Secretary:. Dovie Nichols
Volunteer Specialist (TSA):.

Lauren Swiundy
Lou.-Alexiou
Cindy, Morgan

Producer/AirectOr: Tim Martin

CoOrdinator of Training ProgramGing Ciaig '

,AREA OFFICES

Northeast Area Office Phone: 891 -8364
14027 N'.W. 16th Court-, .,1
North Niami!,_Florida 33161
Area Superintendent:' .John_ Earle
Aria Volunteer Specialist: Linda, Traylor .

Area ,,VOltinteer Aide.:
SCiro61 Mail'Code:.

Nordivfest Area 4.1.1ex Phon. 685-8265
' 5987, East .7th, Ay'enue

HiaXedh, Florid . 33012
Area Superinte_ ent: Earl Wells -.
Area Volunteer Specialist:. Don Schwartz'
Area Volunteer, Aide:
Sehool Mail C6det XX -5c

. -

Secretary: Lynn Sutton -

Volunteer Specialist'(TSA):
_pebble Couree
Miriam Sager,: _' South Central Area Office Phone: 642-7555

. i2201 S.W. th StFeet
Community Resource Guide Specialist (01drks): Miami, Florida '33135

4 ,Karen Summers Area` Superintendent: James J. Norton, .

Henrietta Bilhqn ' Area:Volunteer Specialist: ThelMa Green
Area VolUnteer Aide:' S.

......., , School Mail Code: WWW-2

North Central Area '(curriculum Center)
Phone: 839-4750
6221 'N ,W,. 29th, Avenue

Florida 3347
Area Superintendent; Dr. Jeff West
Area Volunteer Specialist: Johanna' Bullock
Area Volunteer 'Aide:
School Mail Code: TT-2

t

Southwest Atea .(Currdiculum Center Sunset "Schob
' 5120 S.W. 72rid Street '

Miami, Florida 33143
Phone:,A66-4622 .

Area ..Superintendent: ; Robert turner .

'Area Volunteer Speciiilist: JoyUsicli
Area Volunteer Aide:
Sehool Mail .Code: -REER.A.

.

South Sub-Aida'Office Phone: 3234224
12401 S.,W. 74th Avenue
Mlami,Flbride 33156

.4

;,
Area Superintendent: Donald Burroughs
A.iea V6lunteer Specialist: Mona,QOldstein'
Axed Volunteer Aide: ,

,

School Mail.Code:

16
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DIVISION, OF RES04,1BILITfOF SCHOOL VOLUNTEER PROGRAM (SVP) POSONNEL
,, .,...' 5:1.

4

THE VOLUNTEERS

,/,-"

erstan iotivation and attitudes for service.

,

,tend orientation and training sessions.

'Volunteer It. ainimua of two hours a week for the school.

Arrange for a substitute with the approval of the School Volunteer
Chairman.

Have materials: aod.ideas'rhady and activities planned.

Complete evaluation reports,and records.

_Maintain communication with the teachers and school chairman, and
provide,information as needed by the SVP coordinator. --

Respect confidentiality ot.eduestionel principles and processes, of
the school andof atudents''abilities and progress.

Be willing.to _receive constructive

Take required health tests.

Be dependable, flexible, inclivillingtd be'a timilpartner.

Be willing to be reasisigned,-*Ien placement is not mutually, acceptable

or when a particular child hasachieVed the prescribed goal.

THE SCHOOL VOLUNTEER:CRIAIDIAN11:

4

,
,.2..lollow-the guideline's iii-the job descriition.

'

THE SCHOOL VPLUN'EER RESOIJBCE. PERSON chill:

.

ion*, the gUidelinea in, the job deicriptiori.

.

n.
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COMPONENTS OF, THE SCHOOL VOLUNTEER PtIOGRAM

Parente General Citizenry.- Senior Citizens,;

This group plays an Oporiant role lithe school -level volunteer-program.
They may come as a regular volunteer and serve two or more hours per week 'iris
one of_the fourteen jobs, which ham.beemidescribe for voluNkieers, or they rosy

1._come aa,needed_andserve_ as speakers_, - root mothers, chspe'oned,'etc.

"Business /Industry'

This.group adds Another dimension to any volunteer pr
theif,r' special job slalls, knowledge, talents or interest..tspecial

..

as -guest Speakers through the Community Re4Ource Guide orti
as gular Volunteers. , ". :- .

,

,

Saidents.

_College Stude ts

Vital to any well rounded volunteer program is
Many of.the students volunteer: as a field experience
class and earn college credit for tune spent working
while.others volunteer because they see the need,and
enrich the,expefie#Ces of others. rr_

Turn About Students

'

, . ti

gram. Using.

ey serve children
time permits, '

the collegeetudent.
for their regular college
in the public schools,
wish to helps, extend and

While Oarking daily under, the direction of a teacher as a tutor or,
classroom assistant these junior and senior highechool.students help,ihot
only.thirybungetfcounterparts, Wit also- themselves.

-Source Of -.'
, Volunteeri.

: .

. Category .1
. .Service

Regular Community.
Resource

2-4:11ours'
Each Week As Needed-

.

Parents
,..

;

.

r .. X X .`

General. Citizehry. -X or X or X

SeniOrCitizens:

.

.

.

.

X or X
.

o
..

Business/Industry'. of X i X Or

College:Students X

1

X -

.

. 5-

Turn AboutStudents ' X-
-

.

as.
. X .

II-4 .
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SCHOOL PROGRAMS WHICH NEED pE

1. 'VEADIM-tYSTENS-

The Dade County Reading Systems has
. _

Instruction, Dade County Public Schools.

been O by the Division .4)
,

Projections far the 1973-74 school

yeet indicate that Approximately 1,200 teachers will be'nsing thessyste
,

.with 36,006 students. The assessment/management4sy5tem, itself; is designed
. . ,.

to be.' used with any lmeding-materials in the school. It includes provisions.

oth decoding (word, attack)' and copprehensj.on skiils from

primer through'sizth,kar readability le4els. It presently contains 480.

for the. testing of

decoding and 201:comprehension objectives. All objectives are categorized

4. 1-

and assessed. in a total of sixteen puili assessment booklets. There

N
are also two placement tests, one for decoding and one for comprehension.

2. lAiMATIC$ iYSTERS

.

The elementary mathematics progrms develops the,basic'copceptsh relations,

. .

. ,

. .

operations rind propertiekassociated with sets,_numeration, geometry;
..

ries-
.,

. . -

.'Surement,.prohabilcy, statistics and login. The najor.dimensions'of the
.

kY -

prograni are: computation-( Upee0kills), reasoning (power skills) .and the
. .

. .
. . .

.

underlying pre-ntieber skills. .Syitems approaches to mathematics employ a

-,

technology and the components, orStb-7.systeme, forindividualizing instruc-
,

f

tion for poientiaily gifted, averagia a44 below average students in the

regular classroom and school setting.' Systems approaches incinde

I

An assessment sub-system
, 0-, ,

-b.' Aniestructionsfsub=system.

,

c. Classroom.organizational,nr.instrtictional management. sub -system,4,.

4".

19
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. SWRL

_
The Kindergarten Program, developed by the Southwest Regional. Laboratory

(SWRL) for Educational Research and Development will be used with more than
'

-i:-.:.,

10,000. students in 161 schools in Dade County during the 1971-74 school.

year.- The SWRL Program consists; of two basic, systems support systems.
- ........ ....

The first basic system, The Instructional Concepts Program, develops 96 ..._

,concepts.7colOra, sizes shapes, amounts, positions, .pre -math and pre-reading
, -

,
.

. . s .-.- ,.. ..
.

... .

The second 'system-, The Beginning Reading Program, includes ion

t, -,

)

terms.

of word elements and letter names, a re

the ability to

in addition to

1-child' s futuie

success, SWRL

- . s
as ,vocabulary. of 100 words and

attack words composed f learned elements. These skills,

beginning comprehen ion ,skills, provide the basis for a

success in readi g. To .ensure each' child every chance of

includes support systems whereby specially prepared materials

enable non-profeSsional tutors and parents to supplement regular classroom

instruction.

"LISTENEgs"

This' program,: developed'co-operatively with the Dade, County Mental

Health- Association and the School Volunteer Program, tecruits trains and.,

places volunteers to act as listeners to elementary level students. The
, .
. ,

, .

listeners work under the direction of an elementary school counselor who
. s

f +. i'" ,. , r

selects .the students and supervises the program. Working on 'a one-to-one'
'-i

,,,

or small group, basis, each listener attempts to build a' PoSitive, relation-

ship with the,students. The program is not crisis-oriented, it merely

tries to lessen anmti,eXy and create en open atmosphere. in-

service training and advice is provided. by ,the professionals in the Mental

Health Association.

0
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TYPE OF 'WORK: ARTS AND CRAFTS ASSISTANT .1

BACKGROUND: As the schools of Dade County seek'ways for each .

student to ,discover and develop all of his abilities
to the fullest, a,mide-Narlety of Arts and crafts
activities are needed. By working witti:the teacher
tothelp students develop their creativity. and feel

_ prdua of their accomplishments;_ Vie volunteer will-
provide manysIpportunities to students that would

; ) not otherwise be- possible.

DURATION OF JOB:: Minimum of two hotios per week for one semester,.
during regularlyiestablished school hours..,,

DUTIES OF,JOB: Work under the di rectiorand in cooperation With
the art Or-classroom te-acher. Generally;- the
assignment wil/ include.one or mere 'of the following
tasks:

1. Assisting with the placement of arts and 'crafts ,t.
materials and equipment in rooms scheduled for use..

Z. Preparing' arts, and'craft :materials for student, use.

3. Preparing: art materials perlquests from' teachers.
;

4. Helping students assume .responsibi lity,for proper.
care and cleaning Of. materials._ .

. . ,' i , .
a v

5. Encouragind students to explore new techniques,
tlies, and effects of a variety of'art materials. ,

6. Helping with inventory of supplies.

7., Giving individual help to' a student oh small
group of students' ,under, the direction_ Of the teacher.

with the filing %mi. maintaining records
of progress on student art projects.

TRAINING PROVIDED: Pre-service and,inservice. tratning,Wi.11 be provided.
V '.. . v.J ,

VOLUNTEER t ooppratiLve manner; ability* to' re I ate, well wi tli
QUALIFICATIONS:* otheri, i§pecially children'and youth;' interest in.'

arts, and crafts; willingness to follow directions
.

CONTRIBUTION:I Prowl de addi tional opportuniti es %r art .and class
. , room teachers to use arts and crat-ts activities to

individualize instruction .

21
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TYPE OF WORK:-

,.,BACKGROUND:

DURATION OF JOB:

DUTIES OF .J013:

TRAINING PROVIDED:

VOLUNTEER

QUALIFICATIONS:

CONTRIBUTIONS:

AUDIO- VISUAL ,ASSISTANT

At the schools of Dade County seek to 'individalize
instruction'as, much as possible, a,variety of multi-
media materials' and equipment are used., With the
e demands that are made on teachers, 'there.
is little. tin* available for the prepiration of these
materials and equipment; thus the assistance of a
volunt

teacher in better providing for the students' needi.

Minimum of-two hours-per week for one, semester,,
during regularly established school hours.

Work under the direction and in cooperation with the
librarian or audio-visual teacher. Generally, the
assignment will include one or moreof the following
task .

. ,

1... Operating audio-visual. equipment. ,

2. Deliveringvering films..and filmstrips to' teachers .

' 3. Preparing 'Mtn requests' for teachers.

4. Preparing overhead projectuals.

5. Assisting with the placement of audio-visual
equipmentAn rooms Scheduled for use...

Pm-service and inservice training will be-provided.

Cooperative Manner; interest in multi-Media;
ability to operate, madhinerY..

Provide additional opportunities for teachers to
use a multi-media approach to individualizAng
instruction. <

V

.1
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TYPE OF WORK:

BACKGROUND:

DURATION. OF JOB:

DUTIES OF JOB:

\.1

CLASSROOM ASSISTAN
,

The goals of the classroom teacher are to motivate and .....
guide each student to, develop to the fullest his own
potential. 'Because of the pressure of Mile and the
-number of pupils involved,- assistance is needed to
perform non-professional -,but necessary tasks, so the-
teacher may devote full attention to-the accomplish-
ment of his objective,s\.

. .

Minimum ,of two hours per week for one, semester, during
'regularly established school hourt. .

,

Work under the direction and in cooperation with the
classroom teacher. 'Generally, the assignment- will

'include one or more of the following tasks: ,

\
I.. Giving individual-help or clarifying teacher's

. directions- to a student or small- groups of students
under the dieectfon :of 'the teacher.

12.. AsOsting students with special projects.

3. Checking attendance,, rejadmistion notes, permis-

sion slips, telephoning abs ntees as requested.

4. Piseparing games, teaching deVices and isdittoes.11.

5. Helping with inventory of "supplies arid collecting .

money such as for lunch; field trips, etc.

6. Sharing resource and. talents.

.7. Assisting in deciirating ram,. cutting mats for
,.''picturesthanging pictures on'bulletin board, etc.

!41. Assisting in.the-superviOon of students on 'the
playground ant 6n field trip.es ,-

sPi-e.iervice inserfice be provided.TRAINING PROVIDED,i'

VOLUNTEER
QUAkIrIcATIONS:

CONTRIBUTION:

Warm personal ity; 'abi l i ty to foll ow directions ; interest
In shildreri and education; ability to relate well with
children -at their level.

Allow teachers more professional time to spend with
cl ass and indivi dual students.

Asiitt in buildingindividual students self- concept.

Help itudents .develop a, more positive attitude toward,
school and-academic achievement.

23
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TYPE OF WORK: CLERICAL ASSISTANT ,..,
.BACKGROUND: Maintaining accurate-, comp Tete and current records '

for each individual student is a major responsibility
Of the school staff. .Alipropriate student placement,;
-adequate school funding, and effective ,school" - -,

,community - home relationi depend,greatly upon the
work accomplished by the school clerical_ staff. 'A
volunteer clerical assistant may provide much

needed support in this -area.

DURATION OF,J03:':., Minimum of two hours per week for one semester,

a. during regularly established School hours. -

DUTIES OF JOB: Work under the direction and in cooperatlop with the
school secretary and principal. Generally, the'assign-

r ment will include one or more of the following tasks:

1.. Assisting with telephone by taking messages when
necessary, -placing ails when directed, checking
attendance for tardiness and abse teeism.

2. Assisting with filing (exc t for confidential

material)'.

\ 3. Sorting and collecting ditto material

. 4... Operating duplicating 4qui pment.

5. Typing forms, letters,,,nOtices, (optional).

6. Addressing envelopes , messages ,.,noti ces

7. Sorting,' stamping; and openingsmail.i
8. Running.errands, con acting teachers, delivering
messages, collecting. money or pertinent material.

9. Helping with inventory Of supplies.

.

TRAINING PROVIDED: Pre-service and inservice training will be provided.

VOLUNTEER . Accuracy; emotionally mature person who is able to

'QUALIFICATIONS: follow directions with cooperative attitude.

CONTRIBUTION: .Enable secretar§.to assist principal in more tasks
which in turn will allow principal time for adminis-

trative and supervisory duties.

24
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TYPE OF WORK:

BACK6OUND:

DURATION OF 30B:

DUTIES OF JOB:.

CLINIC. ASSISTANT

As the student, population in each school coniii11.4 to

increase each year, providing adequate health care for
students becomes a'-more, and more difficult: task. A

volunteer clink assistant may provide valuable ser-
vice.s...to the educational 'process; by helping'the teacher

and school nurse meet the healtn_ needs of students.:

Mihimum of two hours per week,for one seister, during
regularly established school hours.

Work under the direction' and in cooperation with the
principal, and public health-nurse 'assigned to the
-.school. Generally', the assignment will include One

or more of the fpllowing tasks:

I., Keeping, the health-room neat and clean 'at all times:

.

2. Being responsible. for clerical duties 'regarding

health services: sorting, telephoning, and ordering
supplies..

.

3. Performing'=routine vision and hearing screening,

and assisting in pre-school roundups.

4. Submitting test repbrts to public health nurse for
review and possible folloW-up on health problems. r

5. Notifying prinCipal'at,once in case of accidents Or
acute illnesses. Notify parent if directed by principal.

6. Asiisting with Students sent to clinic because,
of wet, soiled or torn clothing.

7. ,Being prepared to talk with indiroidual *Students

about hygiene -and its importance.

B. Maintaining .communication with classroom teachers

concerning individual Students: *
,

TRAINING PROVIDED:

VOLUNTEER
QUALIFICATIONS:

CONTRIBUTION:

Pre-service and inservice training will be provided.
,

to get along with others, especially Youth;
reliability; abilityzto keep legible Oecords; ability
to communicate clearly; neatness;'warm and understanding
personality; willingness to accept supervision from
principal and public health nurse.

Provide school health nurse with 'services to help main-
tain a health *program meeting student needs.

or
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TYPE' OF WORK: COUNSELOR'S. ASSISTANT.

BACKGROUNDf As the schools of Dade Cofinty seek ways for each.student
to acquire the attitudes and habits essential to the'
maintentiiteof goOd ment'al4fealth, a need arises for, the
assistance of a volunteer Skilled in this -area.- Such ,
developertal,and supplementary assistance alToW the
teacher and/or counselorto 'better provide for 'the needs
of .the individual-students. ' .

4-

DURATION OF JOB;'

DUTIES OF JOB:

4

as' r $

Minimum, Of two hours per-Week for one semester, during
regularly .establ ished 'school -hours.-

, .

Work under the direction Of and;',1.n cooperatiohwith.the.
principal qr guidqncercounseldr. eSsign---
men:kit/ill include one or more of. the following:

Pre- screening students who request interviews with
counselcirS in order to refer themo the appropriate
counselor or agency. (For,example: legal problems would
be referred to the ,police resoUrCe- officer, sight and/or
hearing, problems to the school specialist, and confi den-
ti al matters to the, counselor. )

2. Interviewing the, students who-request schedule,or
classroom changes and interacting with-those who.se re-
quests,reflect an easily -resolved emotional, or-personal
situation,: -

. 3. Guiding the students in'the use of resources which pro-
vide information in the areas of occupational tguidance or
college selection.

4. Gathering information and keeping records..on guidance
related topics such as .abs'entedism, health,.problems, ect.

/)5.`
Working on projects and'inlieracting with stu.dents'as-

di rected by the

6.- -Accompanying the counselor and working With him when

,

approNiate;---
rr

TRAINING PROVIDED: Pre-service and inserede training will 'be provided.

- VOLUNTEER
QUALIFICATIONS: Ability to relate well to others; especially childrthrand

youth; patience; a calm and stable attitude; .a positive
t 4., outlook on life;- Confidentiality. -

."
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TYPE OF WORK:

4 BACKGROUND:

DURATION OF JOB:

DUTIES OF JOB:

LANGUAGE ARTS /READING 'TUTOR '

Even though students have/varying,language needs, all
need to extend the language skills of 'listening, speaking,

reading and writing. A volunteer working with the
language arts. program can assist the teacher in pro-
viding experiences to meet the 'needs of pupils.

Minimum of two hours per week for one semester, during

regularly established school hours.

Work under the direction and in cooperation with the

Classroom teacher or special. reading teacher. Generally,

. the assignment will include the following tasks:

1.* Obtaining books and materials on requested, topics-.

2. Reading, stories 'to individuals or small groups

and guiding students to 'do free..reading.

3., Constructing reading booklets and experience charts.

4. Giving,indiVidual help to pupils.

5. Operating audio-visual equipment (listening stations,

language master, film and film strip projector, etc.).

`6. Becoming skillful in the use ,ofilliective guestioning.

7. Assisting the classroom teacher in providing a

variety of experiences in Speaking and listening activities.

8. Assisting in arranging the classroom setting and
duplicating materials for planned activities. .

9. Filing-written work. in student's workafolder.

TRAINING PROVIDED: Pre-service and inservice training will 4e provided.

VOLUNTEER

QUALIFICATIONS:

COf4TRIBUTION:

. Warm-sincere interest in people particularly children

and youth; some knowledge and ability in the area of

la figuage arts; patience and dependability; willingness`

t6.follow directions. {

Develop,in each student a love for reading and awareness
of language; help-the student to see himself as a person

who can successfully relate to others; foster the

concepts of literary skills; assume a supportive rote

thereby freeing the' classroom teacher to utilize her .

professional training in indi vi dual izing. instruction.
4 .

27
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TYPE OF WORK:

BACKGROUNQ:.

DURATION OF JOB:

DUTIES OF JOB:

TRAINING PROVIDED:

VOLUNTEER
QUALIFICATIONS:

CONTRIBUTION":

ro:

LIBRARY /MEDIA CENTER' ASSISTANT

As teachers seek to- encourage studenti in the diScovery
approach to learning, use of the materials-in the
school library becomes,increasifigly more, significant'
in the educational program for students. More mean-
ingful and creative student and, teacher use of library
resource material may be established with the _assistance
and support of a -volunteer library assistant.

Minimum of two hOurs' per,week for one semester,
during -regularly established.,school hours. '

Work under the direction and4n cooperation with the
'school librarian. Generally, the assignment vi:01 in-
cltide one or more of the following tasks:

.1. 'Writing order Cards:

2; Checking in new books- (listing publisher, author
and title-of book in library record. book).

..

3.. in the net/ books againstelnfoice.

4. _Preparing pOckets..and cards' for''new books.

5. Pasting Pockets and date dile slips in books.

Stamping books vith ownership stamp.

7. 'lettering spine of books. !optional),

.8. Shellacking book's.

9. Making minor book repair:s.

JO,. Filing (Optional).

11,' Reshel ving boa's .

12. Checking order of books on shelves.

Pre-service and inservice training will be provided..:
,

Cooperative attitude; cheerful and willing to follow
directions; interested in students and' their reading;,
leccible handwriting (typing useful).

wk.

Speed the availability of books to students; give the
librarian more time to utilize his professional training
to work with teachers, classes, and individual students

.in making full use of library resources.

28t
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TYPE OF WORK:

BACKGROUND:

DURATION OF JOB:

DUTIES- OF JOB:

TRAINING. PROVIDED:

VOLUNTEER
QUALIFICATIONS:

:CONTRIBUTION:

LISTENER

As the schools of Dade County seek Ways tir each student
to acquire the,attitudes and; habits essential to the

.Maintenance of good mental health, a need arises for
,''aStistance of a volunteer skilled in this area Such

assistance will allow the teacher and /or'

. counselor -to- better. provide for- the needs-,.of -the

individual students:

Minimum of two hours per week for one semester,
during, regularly established .school hours.

Work under. the direction of and in cooperation with
the principal, guidance counselors or teacher as a
non-crisis oriented lay listener. Generally, the
assignment will include one or moifte of the foll owing ;

tasks:

.
1. `Consulting with 'the principal, guidance counselor
and/or teachers. -.

2. Developing' a friendly, 'Supportive relationship

with assigned students.

3. . Planning aCtiwities which will lead to increased
communication with assigned students.

4. Proii ding'a positive model without forcing own
values.

5. -Liiteningto the thoughts and leelingS of the
4ssi gned students. ,

. .
6. Keeping'brief observat-ive notes on the progress

of assigned students.-

,

7. Participating in regular feedback sessions designed
to' increase both perceptiOn and skills.

Pre-service and inservice training will be provided..

Ability to relate welt with others, especially chi 1 dren
and youth; patience and cooperative attitude in working'
,with students; a stable, calm attitude and positive
outlook on 1 ife.

-

Provide individual attention to selected students
through the development of a positive, supportive
relationships where the student would feel free to
express his feelings,and thoughts,

20
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TYPE OF ,WORK:

BACKGROUND:

DURATION OF JOB:

DUTIES 'OF SOB:

MATHEMATICS TUTOR

As the schools of Dade County seek wayg to develop ways..
for all students to improv& their math skills to the
maximum -of the i abi 1 i ti es , the opportunity for some
students towork individually with a tutor-may make the
difference in determining whether or not he learns and

. likes math. A .Volunteer math tutor may provide impor-
. -tent individual attention in meeting; a student's needs

in this area, -,

Minimum of two hours per week for on'reemester, during
regtil arly established school hours.

. _

Work unde-r the dirktion and in cooperation with the
classroom teacher, 'math leacher','remedial teacher; ,

or other person-designated:by the.princIpal. Generally,
the assignment-will include 'one or more of the following
tasks:

1., Giving individual help to individuals or small groups.

2. Preparing math games and teaching materials.
. .

'3.- thiplicating 'materials for.use in class ,and at home:

-Talking with students to help them discover how to
apply math skills to real life situations outside of. the
classroom, (e.g., relationship to purchasing, science,
.sports,- etc:). .

,

5. tlarifying teacheei 'directions !to individuals..

6. Assisting with record keeping.

T.- Reviewing previously taught math skills 'with absentees.

9t- Milbtathing and repairing special'math equipment.

TRAINING PROVIDED: Pm-service and inservice training will be provided..
VOLUNTEER Ability 'to relate well with others, especially children
QUALIFICATIONS: and youth; some knowledge and ability in new math;

patience and cooperative attitude in working with students;,
willingness te.follow directions.. .h,

CONTRIBUTION: Allow teacheri more profeis:ional time to spend with
. class and individual students: , Help students develop

a more positive attitude tong school- and math. . Assist
in building individual student's self-concept.

S
.
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TYPO Of WORK:

BACKGROUND:

tbDUTIES OF 410B:

.

PHYSICAL EDUCATION ASSISTANT

In seeking to..,.Vtde a wideryariety,of experiences for
students thrbughlAysical education, the need arises for
skilled volunteers to work in this area. Then the teacher

4
dividual students.

TRAINING PROVIDED:

VOLUNTEER
QUALIFICATIONS:

CONTRIBUTION:

-

can better provide for the needs ,of the
-:-

Mintmum-of two hours per week bron
regularly established school hours.

Work under the direction and in coo ration-with the
classroom or physi dal education to chet;. lhe suggested.

duties may be classified under th e Generally,

the assignments will includeone.or-Mroe of the following
.

tasks: . .

semester', during_

r

I. Educational Materials Assistant - phparingmaterials
for instruction; maintaining bulletin board displays,
operating audio-visual equipment.

a. Take care'of equipment room and equipment.
1). Make periodic safety checks of equipment.
c. Help.maintain indoor and outdoor playing areas.
d. Help construct teaching aids.

2. Instructional Assistant - demonstrating skili,
assisting individual'` students, and performing some of the'

assigned duties of a Clerical Worker or'Educational
Materials Assistafit.

a. Assistant fire drills.
b.' Enforce safety rules.
c. Assist at.plaYdays, exhibitions .and sports days,
d. Serve'es-an official for contests. .

e. Supervise non-participating students. J
f.. Assist with, physical fitness testing program.

3. Clerical Worker , providing' clerical assistance and
performing tome of the. duties of an Educational, Materials

Assistant. . .

. a. Check attendance and Maintain student records.
b.. Unpack, Count and store new equtptheni.
c. 'Distribute.and`collect equipment.
d. Make periodic inventory. of equipment and supplies.-

e. Duplicating materials for tests, etc.
f. Assist With correction of4objective tests.

Pre-service and inservice training Will be provided.

Interest in sports and, physical actiyity; emotionally
mature,-dependable, sound character; ability to do clerical
work; ability to get along with people, especially youth;
Willingness to serve; good health.

Provide oppqrtunities for the teacher and physical
education instructor to better serve the needs of the
individual students in the program.,
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'TYPE OF WORK:

BACKGROUND:

SPANISH ASSISTANT/INTERPRETER .

The increasing numbers of Spanish-speakers in our -

community`, and especiallyoof parents who cannot
understand. English, make it-necessary for our schools
to depend on an. interpreter to establish effeetiVe ,
communication With a large number of homes where only.
Spanish-is spoken.

DOATION OF JOB; Minimum of two hours. per week for one semester,
. - during regularly established school hours.

DUTIES OF.JOB:

TRAINIaG. PROVIDED:

VOLUNTEER .
QUALIFICATIONS:

CONTRIBUTION:

Work' under the direction and in cooperation with a
Cuban aide or a native Spanish-speaking teacher.
Generally,,the assistant interpreter may do one or
more of the, following tasks:

1. Writing in Spanish - not merely- translate - all
communications such as announcements, permit slips,4
etc., that go from the school, to the parents in
'Spanish.

\,,.
2. Speaking to parents and other visitors in Spanish
as they come td: the. school, and interpreting their

needs to the, appropriate)chool personnel in English.
_ .

3. Speaking to parents .in Spanish in order to interpret
school policy and rules ,during interviews with' principal

and other school personnOl.

49/Interpreting
i nSpanish for the, benefi t , of newly.

riv students-during interviews with school persolel.

5. Writing English
home in Spanish.-

6. Writing Spanish
_comments on report

versions of notes-coming from

versions of notes to parents or
cards written teachers.

7. Serving.as interpreter for Spanish-speaking parents

'at, parent teacher'meetings.

Pre-service and inservice training will .be provided.

Courteous, friendly manner, ability to speak and write
English and Spanish fluently and correctly, as an j
educated -native speaker of either language,.

Piovide effective communication and understanding
between tchool and home in communities that are highly
populated with Cubans and other,Spanisti sepeaking groups.
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ITYPE OF WORK:

BACKGROUND:

sr

iN

DURATION OF JOB:

AUTIES OF JOB:

SPECIAL ACTIVITIES VOLUNTEER

Schools in Dade County have a number of activities that
offer occasional but important support for both instructional
and non - instructional programs. Such special activities are

often carried out with the cooperation of volunteers.

As needed by the school for the duration of a particular
project.

Work under the direction of the principal of the school

or his designee. Generally the assignment will include one

or more of the following tasks:
1. Serving on school advisory committees: P.T.A.,or

special task force.
2. Assisting with the planning and promotion of school,

events such as carnivals or fairs by preparing
decorations and food, setting up and manning booths,
serving as social directors.

3. Working in the school store.
'4. ,Chaperoning special events such as plays, dances,

athletic meets, field trips.

.5. Assisting with the opening/closing-of-school tasks.

6. Assisting with such official school fund raising
projects as: selling snot/copes, bake sales, etc.

7. Providinl_transportation-fpr special-projects.
Assisting with such eventsr.as career fayi, Am can

Education Week observances, etc.

9. Serving via special grOups such as band parents,

" team sponsors.
10. Providing special goods or services such as donating

food or other items, printing materials, providing
meeting facilities, etc.

TRAINING PROVIDED:

VOLUNTEER
OALIFICATIONS:

CONTRIBUTION:

None

To be dete.rmined by each task organizer based on tp4e
specific activity to be'accomplished.

Provides the school with additional personnel and/or,
resources to use for special occasions.

...
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TYPE OF WORK: SPECIAL EDUCATION ASSISTANT

BACKGROUND:. Students who are in Special EducaNin classes have
special needs and demand more individual attention than
the pupil in the "average"-classroom situation. A
volunteer working in the department of Special Education
can assist the teacher as he attempts to provide for

.

the many individual-needs of these exceptional students.

DURATION OF JOB: Minimum of two hours per week for one semester, during
regularly establishectschool hours.

DUTIES OF 'JOB: Work under the direction of and in cooperation with the
teacher. Generally, the assignment will include one or
more of the following tasks.:

I. Assisting in eitablishitig activity corners.

2. gisaging stories to studentS.

3.. Assisting in supervising play activities.

4. Filing written work in the students', work folders.

5. Preparing and duplicating materials for activities
and -in keeping records of such materials.

6. Giving individual help to students.

7. Operating audio-visual equipment (film projector;
film stripi projector; listening stations;ketc.).

8. Assisting with the supervision of pupils who are
going from the classroom to other 'areas.

TRAINING)PROVIDED: Pre-service and inservice training will be provided.

VOLUNTEER Cooperative add cheerful attitude; willingness to follow
QUALIFICATIONS: directions; intemst in students and in their adjustment

to school life. 1-

CONTRIBUTION: Assist exceptional students as they adjust to school
life (to build a more positive self-image). Increase
the amount of time the teacher has to do actual teaching .

by assuming a supportive role. Develop a channel of
communications between the school and the copmunity
regarding the public education pftexceptional students.

3 4
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TYPE OF WORK: .

BACKGROUND:

DURATION OF JOB:

DUTIES OF JOB:

TRAINING PROVIDED:

VOLUNTEER

QUALIFICATIONS:

CONTRIBUTION:"

STORY TELLING AND/OrBOOK REVIEWER

Books and materials can become a meaningful
part of'a student's life by introducing him to
selected literature through story-tellers and book

reviewers. Telling stories or reading parts of a
book in an interesting manner, may motivate student's
interest in a wide variety of :reading materials.

.,/.1Minimuin of two hours per week for, one semester,
- during regularly established ,school hours.

Wkk under the direction. and In cooperation with the
. librarian' and/or classroom teacher. Generally, the

assignment will, include one or more of the following
tasks:

1. Checking with librarian and determining what classes
will be scheduled on the day of assignment.

2. Obtaining recommendations from teacher or librarian
as to kind of story or book to be highlighted.

3. Checking with 1 ibrari an for appropri ate filmstrips
or available records.

e

4. Practicing and preparing'at home tar one, or more
classes by becoming familiar with the book or aoisji.

5./. Preparing questions which will 'encourage students
to participate in discussion.

'6. Telling a story or'reading parts of a selected
book to one or more classes.

Pre-service and inservice training will be provided.

Warm ersonality; clear speaking voice; ability-to
relate well to students and staff; interest iri reading
and in students; emotidnally mature; dramatic flair
hel

Motivateln a very special way student's interest in
reading.

Build student's icelf-confidence by identifying lath him.

Give the librarian more time to utilize her professional
training to work with indi vi dual students.

45
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TYPE OF WORK: SUPERVISION ASSISTANT IN THE CAFETERIA, HALLS, PARKING
LOT OR PLAYGROUND AREA

BACKGROUND:

DURATION- OF JOB:

DUTIES, OF JOB:

Oa

Every experience throughout the school day is a learning
experience for students, in addition to those planned
learning activities within the classroom walls. Between'
classes, during lunch, on the playground, or before and
after school, the volunteer supervisor may offer mean-
ingful assistance to students, as well as serve as a
behavior-model, for_halping students have a successful
school experience.

Mintmum of-two hours per week for one semester, during
regularly established school hours.

Work under the direction and in cooperation with the
School principal, School'Volufisteer Resource Person, or
other person designated by the 'principal. Generally,
the assignment will itetclude one or more of, the
following tasks.

1.` Assisting students, parents, volunteers, or visitors
to their destination on the school campus-.

2. Helping students'and visitors abide by the school .
rules and policies concerning hall passes, visitor's
passes, safety rules, cafeteria policies, etc.

3. Talking with students who are in the halls between
classes to help them locate and return to their class-
or other destination.

4. CoMmunicating with students 'in a helpful and friendly
manner to let them know of your interest in them and
.their problems.

Helping students make an orderly and `quiet transition
s---1 from one area of the school campus to others while they

are in'such areas as 'the halls,. cafeteria, parking lot,
bus loading zone, planround, etc.

TRAINING PROVIDED:

VOLUNTEER
QUALIFICATIONS:

CONTRIBUTION:

Pre-service and inservice training will be provided.

Cooperative attitude; ability to relate well to students
and staff; interest,in helping individual students adjust
to school life:

Build student self-conceptby identifying with him.
Assist in developing and-maintaining. orderly student
movement on the campus.- Help students develop a more
positive attitudes toward school and academic achievement.
Develop a channel of communications between the school
and the .comunity regarding,public education.

II- 22

'36\



TYPE OF WORK: VOLUNTEER. INSTRUCTOR/SPECIAL. INTEREST CLUB SPONSOR

BACKGROUND: As the schools of Dade County seek to provide a wide
variety of experiences for all students,-need arises
for volunteers who have particular talents or skills
and are willing to sharethese with the students in
order to enrich or extend the curriculum.

DURATION OF JOB: To be determined.prior to service by mutual consent

of the volunteer and' the Sc ool Volunteer Program.

DUTIES OF JOB: Work in cooperation with the,princi pal Or his' designee.

Generally the assignment will include one or more of

the _fdllowing tasks:

1. Planning the sessions
a. Determine_ a scope and 'sequence for activities

or presentations
b. Select appropriate materials and resources

c. Arrange for necessary equipment
d. Identify the characteristics of the students

who should participate
e. Communicate needs to appropriate school personnel.

2. Conducting the sessions
a. Provide intellectual input

b. Provide appropri ate- practi ce .

cl----Supervi-W all activi deg'
d. Communicate prOgress to appropriate school, personnel

3. Evaluating the sessions
a. Conduct an evaluation of the prograni .

b. Communicate any suggestions for change or. -

modifi cati ontto' the appropriate school personnel.

PREPARATION PROVIDED: An orientation session is provided.

VOLUNTEER Ability or experience in a parti dular field; desire to

QUALIFICATIONS: share knowledge or skill with students; interest in
enriching.or expanding school programs; wiialingness and

ability to be self - directed and dependable.,

CONTRIBUTION: Provide to, interested students supplementary information
and experiences-in order to-develop knowledge or skills

in areas (not usually available through, the regular school

curriculum..

37
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HOW DO SVP LEADERS WORK . .
a

WITH VOLUNTEERS?

38
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=Recruitment Methods

Individual recruiting:

'1. Encourage peerrecruitment: parents recruit parents, teachers
recruit teachers, students recruit students,' senior citizens
recruitjaenior citizens, etc.

2. Visit,homes, stores, newcomers to the community, etc. and take
duplicated or printed informational brochures or applications.

3. Establish contact with key community leaders.

4, Approach prospective volunteers
meetings, school fairs, student
clubs, church groups, etc.°

on a one-to-one basis at P.T.A.
councils, school assemblies, service

5. Start a speakers bureau of volunteers who are, knowledgeable enough

to serve as a recruitment committee.

Mass or public recruiting:

1. Send letters to homes, organizations, civic groups, etc.

news_releases to local newspapers, shopterS, house organs,
business /trade papers)-

3. Sponsor a meeting where a prominent personalitY will talk about
his/her ideas about volunteering.

t 4. Utilize selected mailing lists.

5: DisplaY posters and paraphernalia in supermarkets, churches.
librarie6, laundromats, gas stations, restaruants, beauty shops,
civic halls, banks, drug stores, carry -outs, -tc.

6. Organize and conduct telephone campaigns and chains.

7( Distribute bioChures and,flyeraat community or civic meetings,
shopping centers, or conventions.

%).

ti

Delegated recruiting:

1. Contact local chapters of civic, religious and social organizations-
an... ask them to announce the ,need for volunteers, distribute information
and even perhaps appoint a'recruitment chairman. _ .

2. Use the faculty'and administration of yourachool." Explore their social
and civic contacts.

Form a recruitment committee in your school to develop resources and jr,

techniques..
1

*See the recruitment samples on the next pages.
4



4

N
am

e-

A
dd

re
ss

T
el

ep
ho

ne

sv

M
IA

M
I'S

 S
C

H
O

O
L

S 
N

E
E

D
 Y

O
U

1,
7c

r 
yo

u-
 h

av
e 

a 
sp

ec
ia

l s
ki

ll 
or

 ta
le

nt
? 

A
re

 y
ci

i6
vi

iiI
ng

 to
sh

ar
e 

Itt
-D

r 
pe

rh
ap

s 
w

ha
t y

ou
 h

av
e 

to
 g

iv
e 

Is
 ti

m
e 

an
d,

an
In

te
re

st
 In

 y
oa

lit
-T

he
es

i a
re

 v
er

y 
sp

ec
ia

l.

If 
so

, t
he

n 
yo

u 
w

ill
 D

 In
te

re
st

ed
 In

.th
e-

S
ch

oo
ly

ol
un

te
ltr

P
ro

gr
am

, a
 n

ew
 a

sp
ec

t O
f t

he
 D

ad
e 

C
ou

nt
y 

-P
ub

lic
,

S
ch

oo
ls

. T
he

 s
ch

oo
l s

ys
te

m
, i

n 
tu

rn
, I

s 
In

te
re

st
ed

 In
 y

ou
.

F
ou

rt
ee

n 
di

ffe
re

nt
 v

ol
un

te
er

 J
ob

s 
ar

e 
av

ai
la

bl
e 

in
 s

el
ec

te
d

sc
ho

ol
s 

In
 c

en
tr

al
, M

ia
m

i, 
M

ia
m

i S
pr

in
gs

, C
or

al
 G

ab
le

s,
C

oc
on

ut
 G

ro
ve

, M
ia

m
i B

ea
ch

, N
O

th
 M

la
m

rS
in

d 
N

or
ia

nc
i.

T
ra

in
in

g 
Is

 p
ro

vi
de

d 
if 

yo
u 

an
 In

te
re

st
ed

 in
 G

or
lu

'It
rU

tIn
g 

a
m

in
im

um
 o

f t
w

o 
ho

ur
s 

pa
r 

w
ee

k 
on

 a
 r

eg
ul

ar
 b

as
is

 fo
r 

at
le

as
t o

ne
 S

em
es

te
r.

(S
ee

 r
av

in
e 

si
de

 fo
r 

fu
rt

hr
 In

st
ru

ct
io

ns
.)

M
IA

M
I'S

 S
C

H
O

O
L

S
N

E
E

D
 Y

O
U

D
O

 Y
O

U
 H

A
V

E
 A

 S
P

E
C

IA
L

"S
K

IL
L

O
R

. T
A

LE
N

T
? 

A
R

E
Y

O
U

 W
IL

LI
N

G
 T

O
 S

H
A

R
E

 IT
?

r
O

R
P

E
R

H
A

P
S

 ',
W

H
A

T
Y

O
U

H
A

V
E

 T
O

 G
IV

E
 IS

 T
IM

E
 A

N
D

.
A

N
IN

T
E

R
E

S
T

IN
Y

O
U

T
H

.
T

H
E

S
E

 A
R

E
 V

E
R

Y
 S

P
E

C
IA

L_

IF
 S

O
. T

H
E

N
 Y

O
U

 W
IL

L 
B

E
IN

T
E

R
E

S
T

E
D

 IN
 T

H
E

 s
cw

q6
L

V
O

LU
N

T
E

E
R

P
R

O
G

R
A

M
, A

N
E

W
 A

S
P

E
C

T
 O

F
 T

H
E

 D
A

D
E

C
O

U
N

T
Y

 P
U

B
LI

C
 S

C
H

O
O

LS
.

T
H

E
 S

C
H

O
O

L 
S

Y
S

T
E

M
,

IN
T

U
R

N
,

IS
IN

T
E

R
E

S
T

E
D

IN
Y

O
U

.

14
 D

IF
F

E
R

E
N

T
 V

O
LU

N
T

E
E

R
JO

B
S

 A
R

E
 A

V
A

IL
A

B
LE

 IN
S

E
LE

C
T

E
D

S
C

H
O

O
LS

IN
C

E
N

T
R

A
L

M
IA

M
I,

M
IA

M
I

S
P

R
IN

G
S

.
C

O
R

A
L 

G
A

B
LE

S
C

O
C

O
N

U
T

G
R

O
V

E
,

M
IA

M
I

B
E

A
C

H
, N

O
R

T
H

 M
IA

M
I A

N
D

N
O

R
LA

N
D

.

T
R

A
IN

IN
G

IS
 P

R
O

V
ID

E
D

 IF
Y

O
U

 A
fit

 IN
T

E
R

E
S

T
E

D
 IN

C
O

N
T

R
IB

U
T

IN
G

A
 M

IN
IM

U
M

O
F

 T
W

O
 H

O
U

R
S

 P
E

R
 W

E
E

K
'

O
N

 A
. R

E
G

U
LA

R
 B

A
S

IS
 F

O
R

A
T

 L
E

A
S

T
 O

N
E

 S
E

M
E

S
T

E
R

.

C
A

LL
 O

R
 W

R
IT

E

S
ch

oo
l V

ol
un

te
er

 P
ro

gr
am

D
ad

e 
C

ou
nt

y 
P

ub
irc

 S
ch

oo
ls



4

and

NEEDED

SC -HOOF StOrp.NTEERS.

as

Hail MonitorsAassroom Assistants, l'utors, Storytellers;Libiary

. /

Assistants, Adirigors.For Girls' Jiobbies, Advisors ForBoYS' Hobbies,
Office Aspispnts, Physical Education Assistants,Clerical Assistants,
Arts and Crafts'Assistants, Special Interest, Speakers (Poets, Book
Reviewers, NdVelists, Etc.) Special Education Ass,istants -.

for`

COUNTY SCHOOLS

YOu,areneeded at school'as a School Volunteer to 'assist add share in the
educational, rogram for all children. No training is necessary. We will
train and assist you to do the volunteer work you, select.:,

.

Please sign the tear ff and return it immediately with your child. We
will contact-you and g ve further information.
********************* ****************************************************

Name

TEAR OFF HERE

Address-3,,

Child's Name

Telephone Number

Room-Number

I will participate inthe School Volunteer Program. Yes No
The best time of day to call me is: Morning Afternoon

III-3
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SE SOLICITAN
: a--

VOLUNTARIOS

que puedan compartir su tiempo y sus talentos con los es-
tudiantes de las EicuelasPublicas del Condado de Dade.
Pueden ofrecer su.valiosa cooperacion en las aulas, en la
biblioteca,- en la oficina, o en la plinica.

SE NECESITAN 44

I'

VOLUNTARIOS

que ayuden a enriquecer el prograta de las EscuelasPubli-
cas del Condado de Dade,. No se requiereresperiencia, Se o-
frecera'entrenamiento a los vdtuntarioS, en el trabajo que

seleccionen.

Sirvase firmar'y devolver esta planilla con su hijo si Ud.
puede y desea participar coMO oluntario en la escuela de
su eleccion.

Nombre Direccion

Nombre de'sti hijo ' Au1a # .

. t

. ,
.... '

Telefono
iv. ..

1

. , ..
F .

*

`Si ' No participare en el Programa, de Voluntarios.

416. .

La Mejor Nora Para llamarme es:
por la,manana' por la tarde .pRr la noche.

, 42
0111

111-4
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t

OUR
J.%

,

VOLUNTEER

PROGRAM

\,7

A FLYING

STARTm-
-.... ,

Volunteers are playing 4n increasingly vital role as membersof the educational team. You can
improve instruction by1permitting more individual help fdi students, under the direction of a
teacher. Pa ents, business and professional people, retirees, college students, high school and

....5ujunior hig s dents 'are allneeded as school volunteers in Dade County, Public Schools. You may
chobse the ours and type of service and may even earn college credit while working at the job
of your choice. If you cannot volunteer an hour or two a week on a regulatly scheduled basis,
you may choose to be listed in the Community Resource Guide as an,occasional volunteer talking
'with students about yourfcareer, hobbies, or travels.

IIIurn this form to your child's teacher ana become a very special person - -a school volunteer:,

Name fi Telephone

r. Citcle the days) available M T'W TH F Time 43
Area'of Interest 111-5



OUT IN THE

BE A SCHOOLVOLUNTEE

YOU'LL RECEIVE A WARM

welcome/
Volunteers are playing an increasingly vital role as members of the educational. team. You can
improve instruction by permitting,mor* individual help for students, under the direction of a
teacher. Parents, business and professional people, retirees, college students, high school and
junior high students are all needed as scbobl volunteerd in Dade CountyPublic Schools. You may
choose the hours and type of service and may, even earn college credit while working at the job
of your choice. If you cannot volunteer an hour or two a week on a regUlarly ieheduled basis,
you may choose to be listed in the Community Resource Guide as an occasional volunteer talking
with students,about your'career, hobbies,;or"travels. .

4

Return this form to your child's teacher and become a very special person-7a school volunteer'

Name 'Telephone

Circle the days) a aliabIe41 T W TI! F._ Time

Area'of'Intereet
a. I rr r
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11111111141111=ffill
LiMERMITTUNI

II A FEW HOURS FOR U S!!!
INVEST YOUR TIME IN THE
SCHOOL VOLUNTEER PROGRAM ! !

Volunteers are playing an increasingly vi
improve instruction by permitting more 'in
teacher.;,Parens, business and profesaio
junior high students are all needed as 'a

1 role as pambers of the educational team. You can
ividual help for students, under_the direction of a
1 people, retirees, college Students, high school and

ool volunteers in Dade County Public Schools. You may
choose the hours and type of service an3 may even earn college credit Willie working at the job
of your choice. If you cannot voluriteer an hour or two a week on a regularly scheduled basis,
you may choose to be listed in the Community Resource Guide, as an occasional volunteer talking
with students about your career,'hobbies, or travels.

rn
.

,thia far5 to your
.

child's teacher And become a very special person-4 school volunteer:

lb
s

.

, .

N

:Circle the day(s)

Area of-rhterest

Telei3horie

available- M T W T1 F Time 41 a

111-4 e-
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ABOUT.

SC 11 001, VOLUNTEER

Volunteers are playing an increasingly vital role as mu4hers,of the educational team. You can
improve instruction by permitting more individual help for students, under the direction of a

teacher. Parents, business and professional people, ;etirees, college students, high school and

, junior high students are all needed as school volunteers in Dade County.Public,Schools. You may
choose the fiours and type of service and,mity even earn college credit while working at the job

of your choice. If you cannot volunteer an hour or two a week on a regiaarly scheduled basis,,
you may choose to be listed in the Community Resource Guide as an occasional volunteer talking
with students about your career, bobbiesi,or travels.

;. .

Return this form to your child's teacher and become a very special

/
'erson- -a school volunteer:

Name , . Telephone'
=

Circle the d7(s) available M T W TH F
)

Time

Area of Interest

40
46



BIG

NEWS

SCHOOLVO NTEER
PROGRAM

is expanding !!
Volunteeis are playing an increasingly vital role as members of the educational team. You can
improve instruction by pdrmitting more individual help for Students, under the direction of a
teacher.- Parents, business and professional people, retirees, college students, high school and
junior high students.are all needed in the School Volunteer Program of Dade County Public Schools.
YOu-may Ahoose the hours and type of service and'may even earn college credit while working at
the'jOb of your choice: If you cannot volunteer an hour or two a week on a regularly scheduled
basis, you may choose to be listed in the Community Resburce Guide as an occasional volunteer
talking with students about your Career, hobbies, or travels.

111/
an

.. '
n thii form to Your dhild's teacher d become a very special personaschool volunteer:

Name .Telephone

Circle the day(s).,available T W TR F Time

Area of Interest

47
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a

JOIN THE CR

.FIELP-'MATES ARE NOW BEING RECRUITED -`7

Volunteers are playing an increasingly vital role as members of the educational team. You canimprove instruction, by permitting more individual help for students, under the direction of ateacher. Parents, business and professional people, retirees, college students, high school and-junior high students are all needed as school volunteers in'Dade County Public Schools, Y u maychoose the hours and type of service and may even earn college credit while working at the obof your choice. If you cannot volunteer an hour or two a week on a regularly scheduled bassyou may choose to be listed in the Community Resource Guide as an occasi..onal volunteer talking'with students about your career, hobbies, or travels.
.

keturn this form to you

,Name

ld's teacher and becomea very special person--a school volunteer!

Telephone

Cir e the day(s) available M T W TH F Time

Area of Interest

A



4111
:Interviewip: Ideas

This initial orientation to the job that the interviewer gives the new
volunteer is but the start of what should be a continuous ongoing daily
supervision and training program, The interview should begin by making
the volunteer's duties, responsibilities, rights, and privileges clear to

him aswell as the advantages, attractions, limitations, and,prOblems of
volunteering.

o

Points to'be covered in the interview may include:
. .

1. Is this job for a professional? Will the volunteer displace a paid

professional? Will the volunteer displace a paid worker for whom there

is money -budgeted?

2. Are the job hours and requirements fixed and mandatory or can they

be adjusted more nearly. to fit the needs pf the volunteer?

3. is there an exact job description to guide the volunteer is one

not necessary? Have the facilities that are to be used or he
equipment that is necessary or avaiiAble to the volunteer be n discussed?

4. What are the channels of authority? Where and how can the volunteer

get help with daily problems? To whom does the volunteer report? '
What agency and community resources are available to help the volunteer?

Has he been given any source materials available for his study?

Hints on Placement

Assign the volunteer to a job as,.soon as possible while his enthusiasm

is high. If, however, his job is not ready, suggest'that the volunteer_take

a short course in art area that will help him with his volunteer work. (first

aid, home nursing, crafts, etc.),'If such a course is not avaiIable4 the

volunteer might be invited to visit some of the agency's events, such as
a meeting, open house, tour of the facilities, luncheon, exhibit, or a

reception of some type. Or, the volunteer might be able to help with some
special event or project that is being prepared or conducted while he waits.
'for his job to begin.

Make the volunteer's first assignment a short one. Sometites the volunteer

is not certain that he will like a particular assignment or you are not '

certain that the assignment he has requested is right for him. Let the

volunteer work in the assignment for a week and observe his work and -

attitude closely. If the initial assignment is made for a short time, it

will be easier to transfer him to some other,job or,release him entirely

if the job is not suitable..

In addition, some volunteers prefer an assignment with a definite
terminfildate, for it affords the vplunteeran opportunity to tiny out a job
and to retire gracefully if necessary. Many timp.a person does not know



Jo.

.

his future plans.when he decides to volunteer. Circumstances in:Vs -life
may change which will cause hini to discontinue his volunteering. Furthermore,
some, volunteers are,reluctant to commit themselves for aR indefinite period.,

'Begin small. The first assignment should be simple enough to insure
the volunteer's success and should contain elements of_ptide and satisfaction
for the volunteer. An initial assignment that is too difficult will cause
frustration, and frustration or failure at the onset are deadly as they some-.
times impel a good volunteer to change is mind about volunteering.

Provide some choice for 'the volunt er. If possible, after reviewing
the volunteer's application and consid ing the needs of the school, try
to present two or more assignments so hat the volunteer may select the one
that he feels best suits him.

In addition,' when considering assignments for a new volunteer,
remember that most volunteers shy away from jobs that are similiar to their
regular work. An office worker may not prefer to do.office work as a
volunteer. LikeWise, a housewife with six small growing children may not
-like a similar respongibility. The volunteer's assignment should be
different, challenging, interesting, and require either the application of
new skills or the new application of old skills.

Remember that he is a volunteer. .Personal, home and regular job duties
and responsibilities come first in a yolunteeA life. Be sure to consider
this not only in placift the volunteer but also in evaluating his work.

Hints on Placement ;

Placement of volunteers can be done by the resource person, volunteer
chairman, teachers, counselors or volunteers, themselves, depending on
the needs of the school.

Volunteers -Should be placed as quitkly'as possible.

Some suggested methods of placement:
A, Resource person or volunteer chairman can make placement by sorting

volunteer applications into job categories (tutors, clerical, listeners,
etc.). Match jobs" desired.with needs asbessment survey.

B. Allow volunteers to select their own assignment. A large wall chart
could be posted listing ail teacher needs, days, and times.

a. Print upxainaster list of voluriteers divided into job categories,
talents, And times available. Teachers,,either individually or at
grade level meetingd, can select their volunteers.

Give volunteers their, assignments (phone 'call, letter, or printed form)

and.sarting dade. If the volunteer has missed the orientation, provide'
additional information re4ting to school-policies, absences, etc.

Alert teacher to volunteer'assignment and starting date. Teacher and

50



volunteer should ideally have a planning conference before assignment begins.

Ttepate master lists of all volunteers and their, assignments for resource
person, volunteer chairmen, and principal.

College Credit" for Voldnteer Service

10.1 persons who serve as school volunteersn the Dade County Public
Schools have the opportunity of receiving up to nine college credits from
the Miami-Dade Community College. High school students wishing to begin
their college_career 4n an eatly admissions program, students currently
enrolled in Miami-Dade Community College, parents, retired .senior citizens,
and other interested persons from the community are all eligible to
register for three credits in either SOW 276 (Hdman Service Field.Experience
#1),'SOW 271 (Human Service Field Experience #2), or EDU 280 (Educational
Service Field Work). For each three credit course, the 'School volunteer

serves 120 volunteer hours in the Dade Cqunty Public Schools/eworking under
the direction of and in cooperation withs. certified.teachef to enrich and
extend the curriculum. Volunteers may work iB any one of eighteen regular
volunteer joTclassifications:

Arts and=Crafts Assistant
Audio- Visual Assistant
Classroom Assistant
Clinic Assistant
<Clerical Assistant
Counselor's 4ssistant
Language Arta3teading Tutor
Library/Media Cents* AsOstant
Listener :

'If YouHave Decided That You Would Like To
Earn College Credit For Your Volunteering . :

Mathematics Tutor
Physical:Education'AssidOnt
Special Educat -ion Assistant

Storyteller/Book Reviewer
Supervision Assistant
Spanish Translator
Special Activities Volunteer
Specia4, Course Instructor

Special-Interest Club Sponsor

1. Obtain a mail-in application form at the beginning of your volunteer .

experience by_calling the Registrar's Office of the Miami-Dade
Community College, North Campus. If you are a student in Dakg County/
Public Schools, you will need a High School Sthdent Early Admission

,

form'as well as the mail-in application form.

2. Complete the form or forms. In the Course Selection section of the '

application form, fill in onei)f the following' course numbers and

titles: EDU.280 or SOW 270 (if these are your first 120 hours of
volunteer services), SOW 270 or SOW 271 (if these are yodr second or
third)._ In the "Days and Time" sections put Which means To

Be Announced. Current "Course Sequence" Numbers may be obtained by
calling Nancy'Wylie,..at Miami-Dade North, 685-4215.

3. Attach your check,
current

money order .for $36.00, payable to Miami- ade
Community College, which is the urrent tuition rate for one hree-
crediAcourse. In addition, if you have never bEfofe enrolled in
Miami-Dade Community College, you must pay a $5 application fee,
which is a one-time charge to process your application papers. So,

--if you are a NEW STUDENT to Miami, -Dade Community College, your tuition
rate will be $41.00; if you have previously enrolled at some time at
Miami-Dadommunity Co4ege, your tuition rate for this course will
'be $36..'.

51



4.- Send your completed application form and check or money order to:
Office,of Admissions, Miami-Daft Community College - North Campus,
t1380 k.w. 27th Averiue, Miami, Florida, 33167.

5, Call ihe-Registrar's Office ofthe Miami Dade Community College -
North CampuO'after you,have received notification of acceptance
and take an appointment to register. Tbeletter ngtifying you
of acceptande may already include a time and date for registration.
If not-, call the Registrar's Office. j, 1

, Then . / .

Volunteer a total of 120 hours. Be sure that anaccurate record is
kept of your volunteer hours on the School Volunteer Attendance Record at
your school. Sign in and sign out oft the attendance record each day you
volunteer. At tha end of the 120 hours, have your principal write a letter
verifying your completed hours, enclose it with a copy of your Attendance
Record, and send both to'Nancy Wylie, Social Science Department,' Miami -Dade
Community College - North Campus. Your Principal will then be sent an
evaluation form which should be completed and returned to Nancy Wylie.



SAMPLE ORIENTATION AGENDA-

GUIDELINES FOR SCHOOL ORIENTATION PROGRAM

I. Welcome and Introduction

A. Volunteer Personnel
B. 'School Personnel

II. Philosophy of Volunteering
a

History, Purpose and pbjectives of the -Program and Its Role

in the Community

Adthinistration

A. Channels of Commuqications,

- B. School Policies

.
1. Dress and Behavior
2. ' Health.ExamRequirements
',3.- Liability (Insurance) 4

4.- 'Fund Raising
5. Discipline

..-

6'. Releasing Children to Adults

7. Visitors

(

8. Students leaving classrood
. 9. ' Teacher leaving classtoom'

10. Books sent home

11. Notes and letters sent home

12. Lost and fouqd ,

13, Emergency calls during school hours and use of phone

140 .Use of aUstodial'services
15. 'Working in child's classroom
16. Parking
17. Teachers'-lounge '

V. Volunteers

A. Responsibilities

1. Conviction that what you are doings is right

2.' Interest in helping a.child

3. Dependability
'4. Loyalty
5. Willingness to learn and accept supervision

6. Confidentiality

a. staffs

b. child

c. school records

ti



7.' Absences:(procedures to follow)
8. Checking in and out (tima,sheet)
9. Reading posted bulletins and newsletters
10. Acceptance of all schbOl rules

3.

1

B. Rights

1.- To be treated as a co- worker
2. To have a job description, for duty 'to be performed
3. Suitable assignment with consideration for personal

preference, experience,, and education.
4, To know as much about the program and the school as

3 possible
5. To be trained fora specific job, when training is

necessary
6. COntinuing training on the job
7. Sound guidance and direction

g 8. Opportunity to be heard
. 9. ,Recognition and placement

VI... ,444Ajlional related topics

\;
A.. Establishing relationship.with thg child

B. Understanding of the learning process

C. Understanding of the community in which the volunteer is
involved,'if other than her.owp

VII. Tour of plant

A. Classroom observations or demonstration

B. FaCilities'and regulations of the building

1. Sign in and out location
2. Traffic patterns, entrancea, exits
3: Fire drill routes and locations
4. Lgvatory locations (children and adults)
5. Supply and book rooms.
6. Location of audio visual equipment
7. Work room6
'8. Eating facilities
9. Parking facilities

10. Smoking facilities and/or teachers' loungej

y.



WORKING WITH PEOPLE.

i;.

1w9iF.4y communication process is essential in the establishment Of

w4rkingrelitionships. Often,with_the enabling:(helpifig) process, non-
,iiirbal:,-coMOunication,is equally as important as verbal communication.
*u wiP1 establish positive relationships with people when you show:

.
.

Res pi4 t;for",the dignity of the.person.
,/

,-, trust the individual.

4., 4titudes oe6ate'and.8onCern for people.

it,'-'teadOess
to4hire purpose of ,visit or conversation.

.5. A%ocilist.enfili habits.
"4.; C,pood;jObservirig techniques. . . \

/

..4. itIff4S'OfreqUested information or help.
Yl. --,ReqUettefor*eded information orhelp.
0.,,:,:AharinginforOation on a realistic and truthful basis about what

..::,=.catrbe dOne,:As well as what cannot be done.

0.4 , Ass1,:ranCe of%confidentielitywhenthis is possible.
.., .,,l1., Recogni#on;,of the"strengths of e. person.

, ,

14: :iEncpuragsmsbt foie` use of those strengths. .

-4, 1.3 ,RsCogniti*of helplessness of a person or situation.
:-r.:.

. 14. p'ffer- of aOroiriate help wffen and wherever possible through the
. ,

, :enabling piddeas.' , _ 7- .'

W V,Oritirtilooof-Adpendency.
16.%.4atienCe. :-.f...

k174 kSange-ol'hu'ima.:

AhAtigtF:0-take criticism.
...qp -AbifW;id faugh.at one's .self:

,.,:, iti,::: 'tepeOftor admissiO4 of mistakes. - 4

",,21: .0apiatifOr'saying, doet know, but I'll 'try to find out."

22. NeCogbUing:the feelings and attitudes that interfere.
?j.--..iel3Sndpbiliti:.(keeping one's promises)

..

%.,,,;... '14lf. -A1.14.!.up visits -'or telephone. calls.

25,, Greatpr,,c0pcer:for needs of pevon than for own_ needs in terms of
, .

.ATA-4Lconyeisienceetc. .
.

. .

*44,id_for people's physical and emotional well being.

.., ReadineaS to let people work out their own plans and do not impose
,t, ..,

:d.:-:yoUrs. '';-1' '''

28:bi1.-4-Y. tO%effer alternatives.'

_29.;,,,Abiliiy,to liii;Otople set their own Controlsl.not Impssing'yours.
},r 30: give .,praise whenever appropriate.

4

55,
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How to Retain Volunteers
r

Rememher that vOlunteers,can not be thanked too many times.

Include-the volunteers in planning. _It's a good idea to work with the
volunteer encouraging his suggestions instead of just planning his work
for him-from start to finish.

Check often, with the volunteers to let them know .you are interested and they
are needed. -,

-

Show a genuine interest in. the. volunteers and they will show a genuine
interest in the school and its -volunteer pyogram.

4 . *

Know and care about each individual. Remembering personal things about the
volunteers such as birthdays, etc. and send cards or' remembrances. '

Be flexible, emeber that they are volunteers and always try,to fii into
their sche e. When a real emergency comes along, the volunteera,will be

.,more apt to come through for the school.

Assign the volunteers jobs that will keep them busy and interested and
encourage the school staff to tell the volunteers how W.Pful they are.

Assign tasks that will increase skills and knowledge of the volunteers.

Evaluate the job of the volunteers often so that it does notbetome stale, or.
the volUnteers do not become.stale on the Job:

"Step-pp" assignments in terms of responsibility if the volunteers appear to
be becoming bored or stale.

.

involve the Volunteers in the decision-making process of, the school volunteer
program since this will give them a real sense of involvement.

Watch for fading of interest, sUchlas absenteeism._ If signs occur, change the
assignment.or add more. responsibility.

Be certain Co know, the reasons WHY a volunteer leaves if.one decides to leave
the program. Satisfied school volunteers usUally stay pftver.although some
volunteers do need to go on to other fields. If a schools attrition rate is .

high, a study,of the reasons volunteers are leaving should be made.,as it,maY
show where the program has fallen down. - -}-

.

.

Give awards and recognition to stress their importance and. shod appreciation.

Give daily pats on the head instead of relying totally on awards functions or
ceremonies to thank the volunteers.

.Redember that volunteers can not be thanked too many times.

56
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Flow.to Express Appreciation
4'

Say "thank You'' every-time the volunteer comes.

Give a daily smile or word of appreciation whenever possible. Make. the

volunteer really feel needed.

Send letters and cards of thanks.

Recognize the volunteer as a individual by sending birthday cards,.etc. to
remember significant events in his life:-

Have sch3b14dzinistrator occasionally say "thank yoi" at school volunteer

group meetings.

Give _official recognition at meetings and individual conferences.

Give awards that are meaningful, such as pins, charms; badges, etc. at some
sort of,recognition ceremony it least once a' year.

r

Arrange for staff members who are involved in the volunteer program'to'take

Part in and share in the recognition.

Express appreciation personally as well as with certificates lend importance

to each volunteer's effort.

Plan teas or receptions for volunteers.

Give constant, heartfelt, and sincere'Pthank you's" every day. , .

Set. up meetings with volunteers to provide them with feed-back as to their

contributions to the school and the volunteer prograni.

)

57
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"in nothing do,men more nearly
approach the gods than.in doing
good for their fellowmen."
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.



VOLUNTEER VIEWPOINT*

-r

If you want my. loyalty, interests. and best efforts, remember thAt....

1. I ne E OF BELONGING, a feeling that I am honestly needed for my

total se/f, no just for my hands, nor because I take orders well.

2. Kneed to fteve a sense of sharing in planning our objectives. My need
will be satisfied only when I feel that my ideas have had a fair hearing.

3. I need to feel, that the goals and objectives arrived at are within reach

and that they make sense to me.

4. I need to feel that what I'm doing has real pUrpose or contributes, to
human welfare--that its value extends even beyond my personal gain, or hours.

5. I need to share in making the rules by which, together, we shall liVe and work

toward our goals.
se.

6. I, need to knaif in. some clear detail just what is expected of me --not Only

my detailed task but where I havdopportunity:to make personal and final

decisions.

7. I need to have some responsibilities that challenge, that are within range

of my abilities and interest, and that contribute toward teaching my

assigned goal,, and that cover all goals.

8. I need to see that progressis being made toward the goals we have set.

9. I need to.be kept'informed. What I'm not up on, I may be-down ar

(Keeping me informedis'one way to give me status as an individual.)

10. I need to have confidence in my superiors --confidence based upon assurance

of consistent fair treatment, or recognition when it is due, and trust

that loyalty will bri4 increased security.

In brief,, it really doesn't, matter how much sense my part in this organisation

makes to you--I must feel that the whole deal makes eense:to mel

*By .1 Donald Phillips, President of Hillsdale College

Hillsdale, Michigan
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HOW DO SDP LEADERS WORE . "'. .

WITH THE SCHOOL' STAFF?
-:-,
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ti 7.

To create better understanding between voltInteers and staff in the schools,

'guldelines.should cooperatively be established'as to the role of each. The

following are suggestions to be considered in developing these, and upon
completion and'approval by administrative and teaching staff, volunteer
coordinators, and administrative and ,service volunteers,_the statements should
be printld, .to be used for teachers and volunteers' orientation and distribution
to all.

HOW TO CREATE BETTER UNDERSTANDING BETOEEN SCHOOL VOLUNTEERS AND SCHOOL STAIT1

Keep ling of communication open so that problems can be talked about before
resentments build up.

Be certain placement is mutually satisfactory to volunteer and staff.

Have informal get-togethers to discuss mutual concerns.

Explain that criticikm,of staff or volunteer by either will not improve edu-
cation. .-.

Talk to each volunteer separately to learn about their feelings and problems
and build a continufngdommunication.

Be certain that volunteers understand school staff responsibilities!

Hold joint staff and volunteer meetings often enough to give them a chance to
lies to know eachlother's point of view; encourage and facilitate talking
about problems they are experiencing; in working together.

Keep aq open id.

Utilize volunteer's job description for both staff and volunteer orientation,
so that &ties may be understood by all.

Combine recruitment of volunteer with 'thonest orientation that staff needs thei
help; if they are 'recruited under false pretenses,, they may resent having a
job turned over to,them for which they believe.staff is "getting paid - I'm
not".

Reiterate constantly the role of the staff and the role of voluAteer in your
school, in initial -orientation and in training sessions.

HAVe bOth volunteers and.ftstaff Mutually draw up procedures for joint functio

.4
Have school staff prepare information concerning their role In the volu eer
program, and their valuation of the volunteer as their service relates- to
the student.

Try to,have tore school staff at 1.i.unteer training sessions they usually
can't attend becauSe time isn't budgeted for this. Utili as many as
possible as .trainers.

1
Adyited from matsprials from ,Los Angeles, Cali Ornia, SCHOOL VOLUNTEER PROGRAM
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Have school staff explore ways they can use volunteer assistance; help them
see that the volunteer Fan be of_substantial help in supplying supplemental
and supportive services/. ""

-

41

. .

Conduct orientation programs for school staff on "How To Work. Wi`th Volunteers",
indicating for examil'e, that volunteers generally can't be expected to keep
the same hours (8:0 NIM!!!) as staff, etc.

460

Have school staff ooperate in giving,recognition to volunteers, thereby shoeing
a real interest i the job being performed by the volunteers.

`Get them acquainted on a social basis. The friendly chat and cup of coffee can
work wonders. zake the staff aware of the fact that volunteers are pgople too.

Permit volunteers to know and help all of off.

Provide staff and volunteers opportunity to cooperatively bring about desirable
changes, within school policies.

Create situations for, mutual responsibilities.

Orientation of staff is as important as orientation of the volunteer about
the entir6vrogram. Each new staff member must be echicated about utilization"

of volunteers immediately. If job descriptions are carefully outlined, the
paid staff will know the volunteer isret there to take over. Clerical staff'
needs as much preparation as professional staff--indeed, perhaps more as,
experience indicates that too often the treatment given volunteers by clerical
staff is far from good.

Develop positive attitude in all team members.

HOW TO CONVINCE THE STAFF THE VOLUNTEER IS NOT'A *THREAT

Explain to the staff that the volunteers' services are to augment staff ser-
vices, and NOT to replace them. It can be helpful to point out those school

Aeds which,are not being met by staff,and talk in terms of the assistance a
volunteer might give the staffdm meeting these needs.

Help staff analyze their attitude toward having an adult "outsider" in their
class.

Make the staff see how much more they can 'do if freed of some of the menial
and time-consuming tasks which are appropiiate for volunteers to do.

Assure school staff that administration is willing to listen and act upon

their complaints aboutlipunteers;
4

Explain that in most cases a volunteer is a threat OnIvif he is not properly
,oriented or does not understand his role and the role

t
f the staff member.

This is a problem of personal relationship,

61
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By keeping communication open.

Establish an initial meeting for both, volunteers and school stn f, wherein
each would have the opportunity to discuss expectations, limitations, and
roles to be assumed.

Formulate clear, definite job descriptions for volunteers, IN WRITING, and
`keviewed,and revised as needed from time to time.

HOW TO CONVINCE STAFF THAT THERE MAY BE TIMES WHEN THE VOLUNTEER SHOULD ASSUME
FULL RESPONSIBILITY FOR A JOB

Assure school staff that volunteer has experience and knoWleage'of the job,
particularly if, volunteer has more experience or expertise than the staff,
in-a particular area.

Aw
The staff lierson in charge must be.secure enough to relinquish his authority
to a volunteer in certain situations without feeling threatened. Many schools
involve volunteers in various projecto in which they have a speak]. talent or
interest. This supplements the classroom offerings of the teaches, and en-
riches program for the children.

GiVe the school staff proper training in. the utilization of volunteers.

Explain the volunteer's qualifications.
-

Show school staff examples of situations which are appropriate for the vol-,
unteers to handle alone.

.1

Use areas of competence'Ss a basis for letting volunteers take responsibility.

If,a volunteer is to be used to his full potential, he MUST be allowed to take-
responsibility when appropriate. .Sometimes they must make mistakes in order
to learn.

,Assure schoollustaff that this will release them for more important activities.

have ''brain- storming" sessions with school staff as to what creative, new
,things the volunteers could-be doing. .

Soho* staff members should never forget that ideally, School work. is a partner-
ship between staff and volunteers -- that the volunteers are the,experts in
some areas and the staff, experts in others.

62
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Meet with staff and share with them the."why and wherefores" of the volunteer
program.

Meet periodically lath school staff and interpret the,:sprk volunteers are

LHelp staff to recognize volunteers! strengths and im rove the weaknesses.

Help schoT1 staff understand the role of citizens who support public schools
and the ithportance of this community support.

Build the egn, of the school staff so they are self-assured enough not to be
threatened. t,

Explain that leading is accomplished through ge'neriting cooperation,

Let the volunteer's services to the student convince the staff of their worth.

Be sure school staff knows something about volunteering and volunteer . It
would be wonderful if each staff person had to do some volunteer wor in
another agency, just to experience the way a volunteerfeels.

If the staff member is not convinced that volunteers can help, befo e they
are introduced iqo the program, he will need to have the experienc Of
working with and through a volunteer before becoming convinced. Ta king with
colleagues may help the staff tp "try", but only working with Volunteers will
truly convince staff that help from a volunteer is away to help him do what
he needs. to be done. .

Have ;f,assist in defining the rights and privileges of volunteers.

By c4viction and enthusiasm of school principals for the volunteer program,
and by using staff to supervise and direct volunteers.

Outline job descriptions specifically as to who does what, how, when and why.

Involve school staff cooperatively in planning.

HOW TO KEEP THE ,SCHOOL VOLUNTEERS FROM ASSUMING STAFF RESPONSIBILITXES

Watch for early indications of this happening, and transfer the volunteer's
activity to something which will continue to give responsibility and satis-
faction, but not allow take-over.

Be definite on limits of volunteer's job and .the school staff duties,.

,

Clear5,y define the chain of command, and stress the necessity of observing it,
during orientation and placement:

Make the differentiation early and FIRMLY.

ProVide careful and specific orientation and training as to regulations and
procedures of school and provide for joint meetings of volunteers and staff.
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HOW TO KEEP COMMUNICATION LINES OPEN

Without constant communications, a volunteer movement c1 shrink to

isolated single schobl efforts and eventually just wither away, Programs

whisch seem., to have a real impact on the total community are those which

latow a strong united front and communications is the key. One of the major

duties of school= ever SVP leaders is to serve,as-the basic link in this

all important communication's chain. In order to simplify the communicating

of information reqUired for area, county and federal records, many forms
,

/

*uuced by SVP Chairman anc4esource Persons have been condensed and revised.

Although official attendance and statistical records arel.mporiant,

there/are other communication channels which heed regu ar attention. The

indi dual voluhieers, themselves, appreciate being kept up -to -date'in

vol teer activities and school events. A bulletin board for volunteers

loc ted at an easily aecessable spot in. the main office, libraiy, or

lounge area can serve 'to inform both ficulty members and voluiteers of

pertinent happeningi. The P. A. newsletter. br regular school newspaper

,

can help keep'both the student body and parenps,aware of the scope of

volunteer activity:

County-Tiide awareness.and communication will be expanded this year.

In addition to the regular newspaper, \radio and public television coverage,
.

.

the SVP will have its own weekly television show on Channel 2. SVP leaders

can encourage all interested persons to watch by organizing viewing parties,

making viewing reminder announcements over the school's P.A. system, arranging

for refreshments for viewers, leading follow-up discussions, and forwarding
. .

comments and suggestions to the central SVP office. As another county-wide
i

/ .

...

cmmmunicationitivity, the SVP will continue to publish its monthly newsletter,..-
/

Ie
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"Esprit de C;rps." SChaolz.level SVOleaderi are urged to submit human_
.,

.
.

interest stories, announcements of special events:, Slid highlights of

c.

volunteer activities to the central SVP office. It order to make the

collection of information easier, the SVP Chairman or Resource Person may

wish to ask one pers.= from each component (parents, Turn About students,_

college students, business/industry representatOes and senior citizens)
,

to serve as the reporter for his group. All such information should be sent

to the central SVP. office.

A last note about communications. The Area Specialist is there to

provide help and support to you, but She needs to hear from you. Please

call her regularly to brag, complain, question, rant or rave, but do'keep

in touch.

Oki
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WHAT FORMS DO SVP LEADERS USE .

PRIMARILY FOR EACH SCHOOL' S ncoRD?
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A

HOW TO USE THIS FORM
.

The SVP Volunteer Request Form is to be used by the Volunteer Resource
Person or Voluhteer Chainan, to determine-tite specific needs of individual
teachers who 'are interested in using volunteers. The information may be
gathered by:

wY

1. -Taking' games Of teachers ftaloiang i, kacgty presan tation
on the School' Volunteer program: ..,

,r-T,"
2: IntervieWing individual teachers.

This fora. Amid then become th..basits',fpr the placement of volunteers;

'141.ditional copieimay,-bel ,,,..

'

1. Secured by calling the VP Office.
P .

2. Had*, on a copying .machine.,

N

I

I.
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.

VOLUNTEER REQUEST FORM _

Name of School: Mail Code 'Area

Address of School: Phone

PrinCipal: I' Phone

SVP Resource Person: Phone -=1"

SVP Volunteer Chairman: Phone

Type Clof Regular ummester

Total Number: Of Students

Split Shift

Cif-Teachers

i . ,.

Teacher's Name
Subject Taught
or fiesponsibilitv

Type of Vol.
Needed Job .pescriRtion Days Times

.t.

1.*
., ., . .

2.
3. . .

. .

.
,

. .

8.
. .

. .

91.--..' ,. ,

11f., :ti ' .

12- -, ' .

13
14,."

. ...-,
_

16 ,
.

. , . .

16:':"
i .

17, 7.

1844' , . .

195*
20, . t.

69
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1.

3.

4.

r

d.

PROCEDURES FQR' IMPLEMENTING 112 VOLUNTEER
MODULES WITH TEACHERS

The School Volunteer Resource Person presents an orientation of the volunteer program to the
faculty and then makes the necessary arrangements with the Principal if the program is to or
Implemented.

The Principal sends aletter of intent, containing the name of the Resource Person, to,the Area
Director, requesting the B-2 Volunteer Program.

, ,
The Area Director signs and forwards the letter to the Director of Staff Developr;:rent.

A "Starter Kit" ;-= then sent to,the Resource Person containing the following:

a. Authorization from the Director of Staff Development to proceed :*
-,., Z t

A . ,

f
b. Materials for teachers: -' 1

. ,..,._

1) B-2 Master Plan Point Report Form(s)
2) Log Card(s).. - - :4

c.
.

Materials for volunteers SVP Volunteer's Training Record(s) t

d. Lists) of B- Modules, showing Component Number, Cluster Title, Module Title, Master
Plan Points awarded module, and Activity Classification (basic or updating).

...

5. Each teacher or vo:unteer participant, with the assistance of the Resource Person, determines
which B 2 Volunteer modules would .be most beneficial. The Resource Person then schedules
the program accordingly, requestingfilmstrips, tapes, modules, booklets, consumables, and any

.
other materials needed.

.

.
,----., ,.. . t

6: The School Volunteer Resource * Person distributes. A 'Log of Module Progress"4 to each
teacher participant who is ready to begin a module, and upon cornpteting of the module,

, verifies' that objectives have been achieved. The number of :Master' Plan polgtortearned andc.
the ca'egory in which they were earned should also be recorlied on the "Log". Although
volimt ers will not be working toward Master Plan points, their module record should be kept
on the SVP Volunteer's-Training Record. - ..,, ,K. l

.

As an individual teacher completes a module, the information on the "Log Card" should be
transfeired to the "B -2 Mister Plan Point Recordorm." ' ,,

8. When the teacher completes his B-2 programthe "Log Card" and a '. MasterTaster Plan Point
Report Form", in duplicate, should be sent to the B-2 Coordinator.at Staff Development ill
order that Credit earnedn-ray bG recorded.

-.. ..e, . .
k

9. A validated copy of the "Master Plan Point Report rm ". wilt, be sent from the Staff
Development Department .to the teacher as a receipt of, redit e'arned,A _copy will be sent, to

..the Area Director. .

4

1 :

76



B-2 MASTER PLAN POINT REPORT FORM

THIS FORM-145 BE USED TO RECORD B-2 MODULES COMPLETED BY:

Last Name First

Employee Number.:

Middle

-School Name

Social Security Number

School Code

. Title Grade Level

AT THE END OF EACH-SCHOOL SEMESTER THIS FORM SHOULD BE SENT IN
DUPLICATE TO:

Staff Development
School Mail Code: A-1

*Lindsey Hopkia Building

THE MODULES COMPLETED BY THIS PARTICIPANT ARE AS FOLLOWS:

Cluster Module Beginnino Date Completion Date M P Points Category (B or U)

1

Total Points (Basic) (Updating)

The,signature of the Resource Person and the For Office Use & Receipt for Participant
Prinpipal must be affixed to this form verify-
ing the participant's successful completing of . PIP Credits
the above B-2 modules and validating Master
Plan -Points to be given. Master Plan Points

'Resource Person Date Mailed to Participant

Principal Date Certified by

71 -
Registrar
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I.

VOLUNTEER'S TRAINING RECORD

"Volunteer's Name- Type of Service:

Home Address: Telephone No.:

School: Principal:

SVP Resource Person: Teacher:

SVP Volunteer Chairman: District Specialist:

Modules Completed (See Back)

Cl)

LL
cc
(.9'a
cc
LL

a
0
2
LL
0
(.7
0 .

Workshops Attended Date Other ate

CC

n
11.1 ILI
CC Et

1 cc
a ulZ >
c.9 LL,

v3 0

.
.

.

.

.

.

.

. .

.

.
.

--1

_
.

co
ccCC n

itt
2

U-Z

.

i
..

.

. .

.

4

(51
Z;
CO0

, .

i

.
.

. ,

.

.

.

,
1

.

-

b .0
Z.

0
4

,

4

.

..nt

.

. .
. .,

..
.

.

1.

1:1

4

..

.

... .

I

... .

..

. .

. .
.

squi

..11.
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WHAT FORMS DO SUP LEADERS USE . .

PRIMARILY FOR AREA /COUNTY RECORD?
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e

HOW TO USE THIS FORM

The SVP Resource Person Identification Form is to be filled out at

the beginning of the year by ihe school staff member who has been,

appointed by the principal to serve in this role.

.
This fora should then be given to the Area Specialist for filing.

Additional copies may be:

1. Secured by calling the SVP Office.

2. Made on a capyfng machine.

74
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SVP REarRCE PERSON 'IDENTIFICATION FORM

NAME OF SCHOOL

ADDRESS OF SCHOOL
PRINCIPAL

SVP RESOURCE PERSON ,

SVP VOLUNTEER CHAIRMAN

MAIL CODE AREA '
PHONE'
PHONE
PHONE
PHONE

-
,SVP RESOURCE PERSON'S SCHEDULE .(19 to 19

Period
Ti me ,

Class or Assignment

.

RoomFrom To

1

.

3

.

.

,

.

,

\
4,

,

. .

5

.
. .

. .

.

§

. .

\

. ,

7.

.

.

.

8
, .

.

.

, .

9
.

.

.

1.0

,

7 5

.



HOW TO USE THIS FORM

The SVP Volunteer Chairman Identification Form is to be filled out
at the beginning of the year by the community person who has been selected,
by the principal to serve is this role.

This form should then be given to the Area Specialist for filing.

Additional copies may be:

(1. 'Secured by calling the SVP Office

2. Made on a copying machine.

76
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SVP VOLUNTEER CHAIRMAN IDENTIFICATION FORM

NAME OF SCHOOL
. ,MAIL CODE AREA

ADDRESS OF SCHOOL , GRADES PHONE
PRINCIPAL PHONE
SVP RESOURCE PERSON PHONE
SVP VOLUNTEER CHAIRMAN PHONE

SVP VOLUNTEER,CHAIRMAN'S, TENTATIVE SCHEDULE (19 to 19 )

Day
)

Time Robm # or Area
From

,

Monday
.

.

. Tuesday

., .

.

.

Wednesday

.

.

,

Thursday

, .

.., .

.

' Frith; .

.
.

. . .

.

SIGNATURE OF PRINCIPAL:

SIGNATURE OF VOLUNTEER CHAIRMAN:'

HOME ADDRESS:

DATE:

HOME PHONE

HIS70045



HOW TO USE THIS FORM -->

The SVP Registration and Attendance Record for Rekular_Volunteers combines,
in one handy form, the information previously handled by several separate forms.
There should be one brat for each volunteer in the school and it should be kept .

on file within the official SVP Attendance Record Book.. Since volunteers will be
using the book each day when they sign in, it should be readily accessible, The
main-office Or Volunteer center are suitable locatiOns.

Directions for using the "Attendance" Le:

1. Each volunteer, upon entering the school, should record. the date in the
appropriate monthly column.

2. Each volunteer, when preparing to leave the school, should record the
total number of hours served that day beside the date which was recorded
eariler that day.

3. The Volunteer Chairman or Resource Person should total the number of
hours served by each volunteer each month. Then the monthly totals
should be added in January and May and the Information can be trans-
ferred to the bi- annual Progress Report.

Directions for using the "Registration" side:

1. This information should be completed by the volunteer with the advice
and consent of the SVP Resource Person and/or SVP Chairion and/or the
Principal at the time of the main placement interview aE the school.

2. The information from the "Type of Volunteer" and "Placement" sections
are to be used by the SVP Resource Person or SVP Chairman when completing
the totals for the Progress Reports in January and May. .

3. The other information sections are designed to.provide essential informa-
tion to school-level SVP Leaders concerning the use of volunteers within
their school.

Imigortant: It is necessary for the School Volunteer Program to provide data for
federal recoFds regarding the number of volunteers and their ethnic
background. During each'placement interview,. the SVP Resource Person,
SVP Cha an, ormet Principal should make a notation of the volun-
teers eth is gr on the registration side of the form., It is sug-
gested th t a-num r letter system (ie. Spanish origin = 1 or A,
Black or n = 2 or B, White or Anglo origin.= 3 or C.)be used'in ordet
not to o fehd the sensitivity of any persbn or group.

78
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REGISTRATION AND ATTENDANCE RECORD FOR REGULAR VOLUNTEERS
"(2 or more hours per week)

VOLUNTEER'S NAME:

ADDRESS:

TYPE OF VOLUNTEER:
(Check One)

?Turn About
College-Student
Parent/Gen. Citzenry
Business/Industry
Seni74Citizen

ASSIGNED TO: ROOM:

SPECIFIC JOB DESCRIPTION: (Check One)

Arts and Crafts Assistant
Audio-Visual Assistant
Classroom-Assistant
What grade or subject?

PLACEMENT:
(Check One)

Clinic Assistant
Clerical Assistant
Counselor's Assistant
Language Arts/Reading Tutor
Listener

Library Assistant

PERSONA/. REFERENCE

NAME:

ADDRESS:

TELEPHONE:

SWRL (K-2)
Math Systems
Reading ,VSO

gxceptional Child
Other ,

DAYS: TIME:

Mathematics Tutor
Physical Education Assistant
Special Education Assistant
Storytellek/Book Reviewer
Supervision Assistant
Spanish Translator
Special Activities' Volunteer
Special Course Instructor
Special IntereMt Club Sponsor

TELEPHONE:

EMERGENCY CONTACT PERSON

NAVE: TELEPHONE:
.

ADDRESS: /

80
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HOW TO USE THIS FORM

The SVP Progress Report,is to be completed by the Volunteer Chai--
man or Volunteer Resource Person. This form is a vital communication
link between the school - level, program and the.area office. It also
serves as the basis for the quarterly reports whic are required of this

project by the federal government,. The information may be gathered by ,
tabulating numbers of 'volunteers in, each 'category and their placements./
from the Registration and Attendance Record for Regular Volunteers and
the Attendance` Record for Community Resource Volunteers.

. .
T

This form shduld bgscsompleteit at the close of ary and May

and returned to your Area Speciaiiat who will then tabulate area -le
,...

reports..

Additional' copies may be:

1. Secured by calling the SVP office.

2. Made on a copyiig machine.

-

ti
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, SCHOOL VOLUNTEER PROGRAM
Progrets. Report. for: '` midyear end of year cumulative
Submitted-by' School

"ATTENDANCE SUMMARY (By Volunteer Characteristics)

. .Record Nuther . .
Total

of Volunteers
Black- -Anglo Spanish Other No.- -

- - Vol. s. ..
.

Turn Abbrit 2 . ,
. .

,

College , .

.Students . .
.

.
w tv

.41 3 Students .

P4 .
g, lal parents & Gen

., '
-:e .11. Citizenry",

p to . ..

+

Busineset
. .g 'Industry : .

LI
4 Senior :

..

V Citizens -, ,--- - .

, . ..
, Totaf . . . .

.

t
.

, 2
Z CO
il) [241

'1 n
'6 R

.

'

.. e. .
Special'"

.',Actikiities
- '

..

4

.
.

. . -

,r '

.

s

COM.e Resource
Speakers - -

.

-

, ,

Total. .
.

.

44.

4

PLEASE: RECORD. TOTAL

NUMBER OF VOLUNTEERS
.

AttENDANCE SUMMARY ,(By Placenent)

". SIM
, K-1-2

; . Math,
, Systems' lr

Reading.
Systems

.Exaeptional
Child ,

Other
.

. .

., ,
.

PLEASE RETURN THIS FORM TO THE VOLUNTEER SPECIALIST IN. YOUR AREA OFFICE,

IV-14,
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PROGRAM PARTICULARS

Is your volunteer program progressing as planned in the areas of.:

4--.-

Area , Yes No C "tents

1. Recruitment of volunteeis .

. . : %
,

2. Placement of volunteers
:

.

3. Training of volunteers
-

)

4. Attendance of volunteers- .

.

.

'''

5.

,

Performance of volunteerd
.

-

.

N

6. Faculty-volunteer relations ..,

7. Area specialist-school-relations
,

8.. Other: .

.
.

t

, .

-

NEEDS

Please list any needs you have at this time.

Materials Seiviies Special Volunteers Other

ee

ACTIVITIES

Please, list any special volunteer achievements or activities.

4
Date

.

Evcnt

).

, . .

.r s -

. -

.

o
. . .

.

. .

. .

. .

,
.

. .
.

. .
.,

.

e .

. - .
.

.

4 .

a
. .

IV-15
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HOW TO USE THIS .FORM

The Regular Volunteer Application Form is .to be completed by volun-
teers whd-ard4ca.terred from-the Central SVP_Office and.by any volunteers
who are from the general community(i.e . are not parents of children in
the school or are iiot Turn About or University students). It is designed
to provide school level SVP Leaders with'essential information to be used
during the screening. rocess and the placement interview.

All completed forms stould be kept on file at the school where the
volunteer will be serving. Additional copies may be:

1. SeCured by calling the Central SVP Offiee'
2. Made-on a copying machine.

[ 8G
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FOR OFFICE'USE

E:

School: '

Teacher:
,

REGULAR VOLUNTEER APPLICATION FORM

4 4

Mr.

Ms.

Dr.

Hope,
Address

Last

Do You Have A Card 'Ate You Bi-Lingual?

Street
41.

First

Date

Middle

City Zip 'telephone.-

If So, t4hat Language?

.

EDUCATION
..._ .

Degree.Na Number 3par s Attended

klementary-
- i

.

Jr /Sr high
.

.

College
, .

.

Do you attend collegefuniversity now? Do voti attend it /sr high now/ .

Name Of Organization

VOLUNTEER SERVICE RECORD .

Type Of Service

WORK EXPERIENCE
- .

Name Of Company Type Of Job
.

-1# Of Years

[-Present: ii'...
.

Previous:
-

,.
. 4 .,

LOCAL CONTACTS

Person To Contact In Emergency: Person To Contact For Reference!

-
Name: .

.

Horde Address: . 4'

.
,

some Telephone: _.
. . _

Business-Address:
,

4.

.

usindss Telephone ...
.

Relationship/Occupation: .

87. .

.

r. .
. _

IV-17,
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PREFERRED TYPE OF SERVICE

Please indentify the type of volunteer service you wish to-perform by making a (v) on the line'

beside your choice. If you -check more than one, please mark 1st, 2nd, and.3rd on the lipe
beside your choims.

ARTS AND CRAFTS ASSISTANT
'AaMIO-VISUAL ASSISTANT
CLASSROOM ASSISTANT (grade/subj.?)
CLERICAL ASSISTANT
CLINIC ASSISTANT
COUNSELOR'S ASSISTANT
LANGUAGE ARTS/READING TUTOR

,LIBRARY ASSISTANT
LISTENER

MATHEMATICS TUTOR
PHYSICAL EDUCATION ASSISTANT

-....SPANISH TRANSLATOR/INTERPRETER
SPECIAL ACTIVITIES VOLUNTEER

SPECIALEDUGATION ASSISTANT
STORYTELLER/BOOK REVIEWER
SUPERVISION ASSISTANT
SPECIAL INTEREST CLUB
SPECIAL COURSE INSTRUCTOR

PREFERRED TIME OF SERVICE

Please write in the times when you are available for volunteer service. Yost regular volunteers

serve approximately, two hours per week.

I' Monday Tuesday Wednesday Thursday Ffiday

A.M. I

,

1--
P.:717-1

,

.

PREFERRED PLACE OF SERVICE

Please answer the following questions and fill in the necessary information. Do you wish to

be assigned?

To a particular school?
If so,'which schools?

First Choice
Second Choice.
Third Choice

I

OR

To any school near you?
If so, which level?
Senior High(Age 15-18)
Junior High(Age 12-15)
Elementary (Age '5-12)

PLACEMENT INFORMATION '1

Please complete this form and return it to:

_School Voldhteer PrOgram of Miami

1451 North BayehoXe Drive

, Miami, Florida 33132

Oft
The person from whom
you received this form.

You will be contacted in the near future by a reprsentative of the School Volunteer Program.

When is the best 'time for you to be reached by_ phone? At what

telephone number? How did you hear about the program?

1'

Thnk,yOu for volunteering your time to.
help enrich and extend the'experiences of ,.

students in the Dade County Public Schools.

11,

1

88
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PARA USO DE LA OFICINA
E: -IA:
Escuela:
Profesor:

LTiene Ud. .Auto?

SOLICITUD PARA-VOLUNTARIO.

Sr.

Sra.-Srta.
Dr.

echa

Direcci6n

Apellido Primer Nombre Segundo Nombre'

Cade:

LHabia Ud. Otro Idiona?

EDUCACION

Ciudad Zona. Postal Telefono

2.Cuga?

Nombre Ndmero de Mos Asistidos Tftulo
Bachillerato:

.`

Universidadt .
.

Otro: '.y
*

A
-, -

LEstg Ud. asistiendo a la u
Mora?

versidad

..
.

4Estg Ud. asistiendo
ahorai

almchillerato

.,.'

EXPEDIENTE'DE SERVICIO VOLUNTARIO

Nombre de la Organizaci6n Tipo de Servicio Prestado .-

_
,

WERIENCIA DE TRABAJO
Nombre de la COmpania Tipo pe Tribal° N'umero De.AWos

Presente:

Previa: .

N...t _

CONTACTOS LOCALES
. Contact° en Zabd de Emergencia: Contacto Para Refere'ncia:

.

Nombre:
1 .

.

Direcci6a (Residdficia): *
..

,

-4Telefono (Residencia):
.

., .

DirecciOn (Trabajo)-:
.

Telefono Trabajo):
.

Relaci6n-OcupaciOn: .

. .
'

,

L

MIS-0043:(Spiirk,5



TIPO DE SERVICIO PREFERIDO

Por favor sirvase indicar el tipo de servicio voluntario.que prefiere desempefiar. Marcan o co
uma (.01 en la linea de su selecciOn. Sirvase indicar el orden de preferencia marcando 1, 2,3
al lado de su1 seldcci6n:

Artes Manualea-
Medios Audio-Visuales
Aula Grade 'Asignatura.÷...
Diblieteca"
Sainica
Oficina
Lectura y GraMgrtica

E ucacionalCons. ./--o raA

Mate rli aticas

Programa de "Oyente"

AUXILIAR DE.. Ns
**-DiUcaciOn Fisica

EducaciOn Especial'
TraducciOn al Espaffol
Supervision
Lectura de duentos-y,EvaluaciOn

----- de Libros -

Clubs itual?

Actividades Especiales

Instructor de Cursos Especiales,

HORAS DISPONIBLES

Por favor sirvase escribir las horas disponibles de
trabajan 2 horas a la semana.

servicio. La mayoria de los voluntarios.

Lunes Mertes Miercoles Jueves Vie nes
A.M.
P.11.

LUdAR DE SERVICIO

Por favor conteste las preguntas con la informacik requerida. LDesea Ud. ser asignado?:

una
ZCugl?

esCuela en particular?

Pref. lra
Pref. 2da
Pref. 3ra

LA una escuela c erca de W.'?
LDe.que nivel?

High School (edad 15-18)

Septimn-Octavo=Noveno (edad 12-15)
Elemental,(edad 5-12)

INFORMACION PARA SITUARLO.

Por favor sirvase completar esla planilla y devolverla a:

SCHOOL VOLUNTEER PROGRAM
.1451 N. Bayshore,Dr.
-Miami, Fi,Orida 33132

-La persona de la"cual
-Ud. Recib16.esta
planilla.-

Un representante del Programa de Volintarios sc pondrg en corAacto con TACLA que
teletono? -Lead es la mejor hors pare llamarlo pot telefono?. ,
&Como se eilterb del, programa?

,

'IMuchas gracifis por ofrecer su tiempo,
y su eafuerzo.'Estamos seguros:que 36
contribueion dylidara enri.quecer y
appliar iaxperlencia d,los alummos

.de'las Escdkas,gublibaS del Coddado
de Dade.

.

4
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..

HOW TO USE 'THESE FORMS .

. .

The Community Resource Guide Application, Form is used by school personnel,
Area Volunteer Specialists, and the ,e3ttal Office Staff to register individualS
who will be listed in the Conimunity'Resource,Guide. All presentations made by any

. one person should be described on the same form. Each completed form should be .

sent to the SVP Central Office where it will be processed and includedin the next
,Issue of the Guide:

The Request fot Community Resource Volunteer is a card used by teachers to
secure speakersslisted in the Community Resource Guide. It isessential that all
blanks be filled in and that the information conform-to the speaker's requirements
as listed in the Guide. Because,of the vast number of requests processed by the
SVP Central Office, teachers are asked to submit the forms four weeks prior to the
target date and to limit the numbetkof requests to two per_teacher per semester.

The Community Volunteer Guide Confirmation Form is used,by the SVP-Central
-Office to inform the 'teacher, the principal, the SVP Resource Person, and the
Community Resource Volunteer of the day and time a presentation after scheduling
has been done by phone,

The Attendance, Record fortCommunity Resource Volunteers should be kept on
file within the official SVP Attendance Record Book. All Cdmmunity Resource
Volunteers should register upon entering the school and should sign out upon the
completion of their Period'of service. Periodically the Area Volunteer Specialist
will contact the schciol to follow up on any volunteers who have filled in the re-
verse side of the sheet.

ti

92
. .,
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PLEASE RETURN THIS FORM TO: SCHOOL VOLUNTEER PROGRAM, 1410 N.E. SECOND JE,,.MIAMI, 33132

COMMUNITY RESOURCE GUIDE
APPLICATION .

% (Ms)
NAME: 'tMr.) , .

(last) (first) '(middle)

ADDRESS: (home) PHONE:
(street & number). (city) '(zip)

' ( business) PHONE:
(city) . (zip)

DATE

OCCUPATION:

(street & number)

(position) (company name &address)

BACKGROUND OR EXPERIENCE: (Complete as appropriate)

(School gl

lenmpripal

(Technijeal Training)

4

WHEN CAN.YOU SERVE? '(Complete 1 or more) WHERE CAN YOU SERVE?

Monday'. .FROM TO ( ) South of Kendal. Drive (SW §8
Tuesday- FROM TO ( ) Flagler St. to Kendall Drive
Wednesday. FROM TO ( ) 'Flagler St. to 79 St. (Nort1)-
Thursday /FROM------__TO_

.(- ) Nortkof 79 St.
day FROM TO ( ) Downtown

_:,;/".'
. ( ) Miami Beadh

MAXIMUM NUMBEROY.TIMKS PER YEAR: ( ) Other

OFFICE USE ONLY

SCHOOL nATR SCRO9T -DATE-

A

.4111.11Fg.,

9 IV-22 MIS-0041



DESCRIPTION OF PRESENTATION
*

(fill in 1 or more) (check 1 or more) (check 1 or more)
.

(fill in) ,'1';*-r,. , s.

,..1- TOPICS

.

r STUDENT LEVEL
, .

TYPE OF PROGRAM

TIME
SIZE 1)'

GROUP':7."'
, EL. I JR. t SR. LECTURE ,AUDIO VISUAL

'JOB SKILL INFORMATION:,

1.

2.

TRAVELS:

1.

2.

HOBBIES:

1.

2. . /
_

CULTURAL BACKGROUND:'

2.

OTHERS:

Y.

lo-

2.

SPECIAL EQUIPMENT OR. ARRANGEMENTS:

es

.;

0

9-4
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REQUEST FOR COMMUNITY RESOURCE VOLUNTEER
(Please Print in Ink) :

SCHOOL:,

SCHOOL ADDRESS:

PHONE:

MAIL CODE:

SUBJECT AND GRADE OF CLASS:

DATE REQUESTED:

TIME REQUESTED:

OR

OR

- NUMBER OF
STUDENTS IN CLASS

If

From: To: From: To:

DAYS- AND TIMES TO BE AVOIDED:

NAME OF VOLUNTEER REQUESTED:

SUBJECT REQUESTED:

TEACHER REQUESTING: ROOM NUMBER

PRINCIPAL'S NAME:

SPECIAL INSTRUCTIONS:

FROM: (Name)

(School)

(Code)

et

TO: SCHOOL VOLUNTEER PROGRAM

.A-1

95
MIS-ooso
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I

WELCOME to our school: You are our "living leurriculum", and very mucti

appreciated by all. If you are not already listed in our Guide to Community .

Resource Volunteers, please sign your name, address, and phone number on the

back of this form..,Many thanks!

ATTENDANCE RECORD .
147OR

COMMUNITY RESOURCE VOLUNTEERS

SCHOOL:
. .

r
:TAME' DATE

TIME
TEACHER. , , TOPIC

. .

4,.-

..

IN OUT

. .
4. 1----;

.. . -

II

. '

...

. e

.

......

l
Y .

.
$

o .

% ,.

$

e .
"...,

i

...
4

I

0

6 ..
. e.

ys '

.

I

l

a

IV-20' MIS-0057



,
,

. PLEASE,FILL IN THE INFORMATION BELOW ONLY YOU ARE NOT CURREN4,Y LISTED IN THE
GUIDE tozi :cm:nun RESOURCE VOLUNTEERS:

giac

.11

ADDRESS PRONE

....

.41

11

.

...
.

.

.

.

.

.

2,

I
111

' ,.. 4

I

r

i

.. 1.

..
/ \

4

4

.

e

.

. N

A

.

\

.

.

'
,

I

e '

tt,

.

.

. .

C..-'

.

.
.

.

.

. I

.

0

%

N.

. \

.

....

.

.

.

t
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..
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t
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WHAT-FACTS DO SVP LEADER4 NEED TO KNOW ABO

...THE HISTORY AND GROWTH



IN THE BEGINNING....

.

THE SCHOOL VOLUNTEER PROGRAM in the Dade County Public Schools began

in January, 197/, in the North Central Area under the administrative

guidance of Dr. Jeff West, the Area Superintendent.' The North Central Area

was selected as a site in which to pilot the program because of its unique

composition, including the three primary ethnic groups in Miami and because

it also contained a Cross sedition of the socioeconomic strata of our com-

munity. In essence the North Central Area somewhat represented Dade County

in microcosm. Any findings related to the use of volunteers in this area

Ir
ccould conceivably be expanded to apply to different areas of the greater

Miami area.

. The original staff of the program consisted of two positions: g

coordinator of volunteer services and a program secretary who also doubled

1 as the'coordinator's asgistant. Working in fifteen pi of ichools including
T

4111
both elementary and seconegry, the progravP quickly caught on and enlisted

71 volunteers who contributed over 1,000 hours in two and one half months .

between mid -March arid June'of 1971. Also,. during the feasibility study

period, a very effective and prestigious Advisory Board was formed to

support the program in the community and to provide recommendations for

program development in all sectors of the greater Miami area. The first

Advisory Board chairman was The Honorable D. Robert Graham, State Senator,

48th District.

At.the end of the 1970-71 spoot years the administration of the'Dade

County Public Schools received request. from the communitiesin the North-

east andnSouth Central Areas to expand the School Volunteer Program and to

implement this innovative new-concept with schools in those areas. This

1;
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4

request was granted and the pilot phase of the program extended itself-to

35 schools in the three areas of the county even though -the staff of two remained th

same. Not until July 1, 1972, did theprogramaxpand its staff to the optimum -

size to accomodate three areas and develop a fully systematized apftoach,

The development was made possible with ESEA Title III funds from the State'

Department of Education in Tallahassee, Florida. During the one Year period

. / .

from July 1, 7112, until July 1, 1973,, the School Volunteer Program increased

Irl size from 1,250 volunteers to'3,287 regular volunteers working a minimum
f

of two hours a week for at least one semester.

,Beginning July 1, 1973, the delivery system of volunteer services being

developed and .field tested in the ESEA Title III Project areas was replicated in

the other. three areas:of the sys and three additional Area Volunteer

Specialists were added to the SchOol Volunteer Program staff with local

budget monies.. At the end of the l037-74 school year, 12,201 volunteers were

working in 208 of the 237 schools.; In addition,. approximately $4,400,000 in

volunteer services was added to the school system during the 1973774 school

year. The hours contributed by 'he school volunteers werev;lued at $6.00

per hour, a rate establis e4 bY:theSchool Volunteer Advisory'Board as being-

(

the mean tutorial rate in Miami: An additional $10,000 worth of services

and material,support wer doriaied to the School Volunteer Program from private

f individuals and busines e.

4

In 1974-75 despite the fact that the number of-school, volunteers

decreased Slightly, du: to. the national economic picture which naturally

affected the Miami co pnity, the School. Volunteer ,Program maintainer} its place

in the national picp q as thefsecond largest in'the nation with volunteer

programs in 230 of Dq. Countyts 237 schools. Likewise, the 1974-75 schoql
!

ti
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year was a period of rapid expansion of programming in the School Volunteer.
A

Program, for many new dimensions were added to the existing program. The

mosssignificant program shift was in the area of utilization of senior

citizen volunteers. The chool Volunteet Program had always encouraged the

use of senior citizens ad volunteers, however,.a concerted effort was made

during the 1974-75 schoo yeai to engage large numbers of seniors in the

0
School Volunteer Prograii. Due to the numbers of seniors who have expressed

. .

an interest in the progtam, a part-time assistant to each Area Specialist

will be placed in the a ea administrative offices by the beginning of the

1975-76 school Year bsse assistants will help with the recruitment and

placement of the senior citizens during the 1975776 school year.

The donatiot of larger facilities for the central program office greatly

enhanced the program's ability to serve.the needs of the local school programs,

as well as to add to th program's, overall capabilities. Along with the

1111 basic administrative st ff, supplementary volunteer programs have begun

and floutished. A planning team for television training began working under .

the auspices of an ESEA tle III grant, while the Junior League of Miami

voted to continue its sup ori of the Community ResOurce Guide of volunteer

speakrs. All in all, a't tal of approximatety $4,000,4.124In volunteer

services was added to the s hool system during the 1974-75 school year. The

financial fact sheet whiCh provides an itemized acectuinting of the services

and itaterial support that were donated to the School Volunteer Program from

private individuals and businesses as well as a Three Year Program Highlights

and list of schools participating in the School Volunteer Program of Miami

follows.
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v

SCHOOL VOLUNTEER PROGRAM OP MIAMI

(THREE YEAR PROGRAM HIGHLIGHTS)t

_ ANNUAL REPORT.1975

A. Volunteers
.

`June 30

1972-73

June 30
1973 -7I

Percentage
Of Increase

1'73--1974

June 30 .T'ercent.'°f

1974-75 ,gglaa
or.

1974-75 -.

)

I. Parents and Community 1,931 5,858 203% 4,048

r

-30%

II. Turn About Students 584 2,940 403% 3,959 35%

III.College Students 667 874 31% 1,114 5b%

'IV. Businessandustry 114 426 373% 215 -50%

.

V. Senior Volunteers 0 :' 215

.

215% 481 124%

VI. Community Resource
(Presentations)._ 1,888 1,'68%

.

** . **

)4II.Community Resource

Speakers 0 0 434 434%

TOTALS: 3,296 12,201 270% 10,451 -14%

B.Full-Time Employees .

June 30
1973 ,

June 30

1974

Percentage
Of Increase
1973-1974

0%

June 30

1975.._

1

Percent

Dec=ease

I. Yro jecipfrector J. 1 in

,

II. Coordinators 0 0 0% 2 *

III.Secretaries
. 1 2 100% 3 50%

IV. Volunteer Specialists
TSA'S) 6 9 50% 14 56%

V. TTV Producer/Director ' 0 0 0% _1 - *

C. Part -Time Employees

I. Clerk 0 0 0% 2 *

II. Senior Aides 0 - 0 . 0% 4 .

TOTALS: 8 12 50% 27 125%

0; Operating Budget June 30
1972-73

June 30
1973-74

Percentage
Of Increase
1973--.-1974

June 30
1974-751

Percent of
Increase or

Yffir4ge

I. E.S.E.X. Title III $85,220 $101,000 71% $173,113 '71%

II. E.S.E.Ab Title III (TTV ) - 0 0 0% 54,531-

III.Edna McConnell Clark 0% 100,000 *

IV. Junior lhague of Miami OZ 14,000 *

-V. Title V-Part D
(State Department) 0% 8,877 *

VI. Dade, County
Public School:: 45,000 19%. 49,687 10%

ViI.Enviornmental Volupteer
Grant

0% 4,600

TOTALS: $85,220 $146,000 71.% $404,808 177%

103
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ACCOMPLISHMENTS

41' The major accomplishment of the School Volunteer Program has been the development

and implementation of a-Ndelivery pystem of volunteer services which are designed to

support, enrich, and extend the educational' programs in-the Dade County Public
2

Schools. In the course of developing this system, basically five components have

evolved which serve as the sources of volunteers, each.haVing a specific focus and

contribution to the program and to the overall school system. These parts of the

volunteer program are-: Turn About (Junior and Senior High) and College Student

Volunteers,-Business/Industry Volunteers, General Citizenry Volunteers, Senior

Citizen Volunteers and the Community Resource Volunteers.
,

Turn About Volunteeers

While working daily under the direction of a teacher as a tutor or classroom assistant,

4111

these junior and senior high school students help,,not Only.their younger counterparts,

but also themselves. The students involved in Turn About receive elective credit

applicable toward graduation for volunteering to tutor elementary students in reading

and mathematics. NameeTurn About," this service Program utilizeg a contractual

approach in which the junior or senior high school student signs a course contract

with his subject area teacher,specifying attendance and assignment responsibilities

mutually determiqed by 'the student and the teacher. The volunteer student is then

assigned to one of the specified elementary schools for tutoring in reading or

mathematics.

Similar programs have resulted in findings that both the tutor and the tutee benefit

from this unique teaching arrangement". Teenage tutors and younger tutees improved in
. r I

both reading and mathematics. There were 2,855 Turn About tutors in Dade County last

,year. Even of greater significance is the tact that 2,855 tutees also benefited from
r .

1111
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College Students
o

j.

Vital tO any well rounded program is the college student. any college students

volunteer as a field experience for their regular, college class and earn college .

credit for thd time spent working in the public schools, while others volunteer

because they see the need and wish to help extend and enrich the experiences of

. others.

Course credit is offered through either the education or sociology department. The

field experience is viewed as a,tinien service laboratory and is designed to help

the student in his personal and professional growth. The kinds of tasks performed

by any given student depend partly on the supervising teacher's assessment of the

student's capabilities and limitations, partly on the areas in which the teacher

needs assistance at a given time,*and partly on the subject area or grade level.

A total of 757 students from the University of Miami, Florida International University,

Barry College, and Miami /Dade North participated in the 1974-75 prograq..

Parents/General Citizenry As Volunteers

Parents and other ind.ividuals who are interested in working on a voluntary tesis with'

young people form the "general citizenry" part of the School Volunteer Program of

Miami. These community-minded people composed 3,152 of the total number of volunteers

working in the program, or an Impressive 29% of the total. Volunteers working in

this category are recruited from a. variety of .sourceb.

One of the primary sources contributing to the general citizenry section of the program
. P -

/ . '
is the membership of the PTA/PTSA. Parents who have become involved in the

. N.-
operation of the school through this historically sound organization see the benefit

of getting even more involved on a regular'basis as a.school volunteer. The School

Volunteer Program of Miami cooperates with the PTA/PTSA countywide to'increase the level

of understanding and commitment on the part of the parents who have children attendin

the Dade County Public Schools.

1 0
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In addition, there are numerous civic, fraternal and community oriented organiza-
- . t

.

tions which assist the volunteer, program to recruit volunteers to fill the 19

volunteer descriptions which have been approved by the school Board.

Parents. and individuals who have indicated a willingness to serve as volunteers

interested in education are also recruited,by the central School Volunteer Office.

This is accomplished in a variety of ways. During the past year the-School VoItn-

teen Program has:

1.1

4

4

distributed flyers in each bag of merchandise. purchased

Burdine's chlring a two week period in September..

received a 1/3 page advertisement requesting volunteers in

each of The Dolphins' home football programs, PRO.

-had representatives appear on AM Miamithe early morning'talk

show presented by Channel 10 = WPLG.

given numerous presentations to civic and social groups on the

.School Volunteer Program.

been featured in the "Living'Today" section of the Miami Herald.

secured marquees to place "Build A Child's. Future. Be A School
.

Volunteer," in all areas of Dade-County!

displayed bus signs describing the'ScbOol Volunteer Program

on the back of Metro busses during February and March,

The summated result of all these efforts has been that the general citizenry aspect

of the School Volunteer Program has,during the past year,growri in Aumbers more than
4

any other part of the School Volunteer-Program:.

Business /Industry Volunteers

Another aspect of the School Volunteer Program of Miami has been the involvement of,

1111 Eastern Airlines spearheaded the business involvement by recruiting 125 management
. '

many businesses: either through the individual contributions of.volunteer.time or

through a variety of program supportive activities. Beginning in'January, 1972,

108
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!
employees to work as volunteers after their regular workinhours. As an outgrowth

(

%

,44. this initial business support of the volunteer effort, numerous other businesses

have become active,:in the schocil volunteer effort.
0-
. .

,

Anong those businesses which have cooperated' with the School 'Volunteer ProgramdUring

the 1274-75 school 'year are:

Associated General Contractors /South Florida Cha er

Southeastern Banking,Corporation
Continental'Airlines
Burdine's
Gulf Oil-Corporation-Latin American Division
Chalinel 10 - WPLG
,Channel'A WTVJ
First National' Bank of Miami

Southern Bell
Pri ng Management Association

lephonee

The Miami Herald Publishing Company
Greater Miami Chamber of Commerce
ESSO Inter- America

Coral Gables Times
The Miami News
WQAM Radio
WGBS Radio
WIOD Radio
WKAT-Radio4-:

WMY0 Radio
WOCN Radio
WQBA Radio
.WVCG Radio
WWOK Radio
Stadler Tealty
Coral Gables Chamber of edmmerce

Another aspect of the Business /Industry Volunteer component is "Step Into Business,"

which is an action.plaboratory program taking senior high"School'stildents from the

school into the business. In a series of
.1*visits,to the businesseS8 the student ,.*axed

4'

able to obseive, first -hand, the process,of_thgfree-yerprise,System in action.
_

The pilot,program,was implemented in Coral Gab/ea Senior 14 ii; School under, the direc-

tion of a volunteer,,Mrs. Chris Tyson, who i acertificated social studies,teacher.

Bi-weekly evaluations were completed by the stdttents as well as by the businesses

Senior Citizen Volunteers

The Senior'Citizen Volunteer Program was introduced during the 1973-74 school year JD
109
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215 senior werewere cooperatively recruited by the School Volunteer Program and

1111

the /Retired Senior Volunteer Program (RSVP). The successful assimilation- of this

-..

.,:

small but powerful group of senior citizen volunteers into the School Volunteer

Program has proyedto be the-basis for a major phase of schodI volunteer activities
.

-daring the 1974-73,sphool'year. .

, .

/

With a $100,000 grant from the Edna McConnell Clark Foundation, a special team was

established to recruit, train, and place senior citizens. 112 senior citizens have
8. .

become involved in less than three months. Those senior citizens who are not able to

work at the school site help develop support materials-for'the schools to use as
8 , .

i

teaching tools. Some of the kits they have produced include puppets tilt are used

for language development, game boat* that supplement the reading and mathematics

systems,..and "skinny books":that are made from:diticarded textbooks.

,

procurement of transportation forthe senior citizens has given impetus to the

1111

increased involvement of this segment of our population. On a pilot basis, the Me;roL
8

Transit Authority, in cooperation with the School Volunteer Program, provides two
.. .,

'busses with drivers to transport the senior citizens to and from the 15 selected school

sites, Monday thrOugh Friday, which begins May 1, 1975.,

The 'school Volpnyee4iw.anr lizes that the approximatelv1230,000 senior citizens
llir- .

who reside in Dade County are one of our most viable resource4wpartidularly since

.

.,, .

they have time to give and want to be needed and valued as a Contributing member of

. ,

8the community. Because of early retirement, bettor health care and educcion, today't

increasingly growing senior citizen, population a burgeoning and potent "resource

With the capacity to meet the needs of our schools sand communities.

The senior adUlt is a potential resource in any community, as helms many yearsof

experience and wisdom that are invaluable. The School Volunteer-Program believes that

. '
IIIthe utilizatip of their knowledge, skills, and talents Most naturally belongs within

the framework of the sihool system. iielpimg educate young people is a traditional,

V.- 10



natural role for a senior citizen0,itfits their need for an independent respected

position-that does not go beyond phySical ability or Vemand.too much time.

Through their involvemenn meaningful activities it is believed'that: (1) the

senior citizens Will have,e greater sense of purpose; (2) they will feel more at
-.---Itk r,

-
, v,

home in the educational faadlities and consequently will more readily utilize the

opportunities available to them through the school system; (3) at the same time

through their

understanding

A major task

volunteers.

interaction with the youth and public schoorpersonnel, a greater

and respect between generations Will evolve.

of, the School Volunteer trogrim is to recruit, train, and place senior
.

Ideally, both the schootchildren and the senior citizens will benefit

from this unique opportunity.

COMMUNITY RESOURCE VOLUNTEERS

Community Resource Volunteers,arg listed in the Community Resource Guide which is a

hard-back, looseleaf notebook containing descriptions of more than nine-hundred
.,,

presentations which can used by classroom teachers or other school personnel to
. .

extend or enrich existing school programs. The topics 'of the volunteer presents-

tions are grouped into categories which correspond Co the regular quinmester course

Headings. Each official project school in the School Volunteer Program receives a

Guide which is then Placed in some easily accessible area in the school, usually in

the Librafy/Medii Center. 1

The Community Resource Guide was field tested in 12 schools during May, 1974.

, 182 presentations were made by 45, resource speakers. In a'survey taken by the

School Volunteer Program, 93% of the teachers found the Community Resource Guide

,

an effective mean of informing .teacherSabout volunteer resources and a useful
=

.
.
...-

- , ,
, .

way of obtaining vojunteer speakers. More than three-fourths of the teachers
..

,

- concurred that the Community Resource Guide listed a satisfactory, range of volun-
.

.

'. f t M ,

teers and topics from which to select. However, the Schooelfolunteer Program is

cotstantly gathering more listings to broaden the scope of the entries and the

V -11-
r
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diversity 'of topic y.3 be covered by the speakeri. 85%,of,the teachers cl4rac-
.

terized the:presentations as interesting to the studeRts and increasing the

, r

.. . .

,' .
. ,

The Junior League of-Miami has donated $14,00 to they School Volunteer Program:of

Miami to pay thg salary of a staff member who can process-, the applications.for.

. . .

.,,volunteera from the schools. In addition, The League has apPointed:a five member
, loft- , ,.-

't.

l'ci4'....1?4aittee to field test Ihe overall procedUres which have. been outline d for the
.. .

.

-. _
lommu.nity Resource Guide as they recruit environmental volunteers. Even though
, . ,

'. e ,

the same procedures are being used, the Community Resource Environmental Volunteers

III/ students' gnowledge,or skills.

. .

are listed in a separate volume.

I-

29%
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EVALUATION RESULTS

The evidence of they effectiveness of this can be directly inferred from
1mgp

evaluationevaluation results. During the firstloperational year Of the ESEA

Title III grant,-the impact of the volunteer reading and.Mathematics tutors was
,.

. , -.

measured. The tonplusions which c,an be drawn from the raspi,S of this study are
i .. t

highly significant findings
,

Control and experimental- groups were randomly selected.,from six different schools.

The experimental group was comprised ' of 120 students who were assigned volunteer
1

tutors, while another 120 students who were tutored by volunteers for ed the,

control group. Control groups were drawn from the same classrooms as 4

experimental groups in order to keep the instructional variables 'const nt for both

groups.
44.

.

In reading the results we're: (1) All students in the i'eading.experimen al group,
e

regardless of race or,fiex, gained, at least seven months in reading 'comp ehension.

The experimental group gaidg ranged,from one year three months by the Spanish females,

to seven months by the Spanigh males; (2)'Inthe control group,. three of the six

.A

groups lost up to fiVe months (black females, minus three months; Spanish femdleg

minus five months; Spaniqh males minim one month)% The highest said made by any
.

control grbuO" was nine months (black males); (3) A comparison of thescores betwen,

the experimental and the control group ranged ftaa a difference of one month (black

male experimental students = 8 month'gain; control group students = 9 month gain),
.

-', ..'4, .- -

to a difference of one year, and eight months gain. (Spanish female experimental
. ,

_. ,.

I
students = one year, three

,

months;,control,group,students = loss of five months), '.
. .

The overall compaYison indicated a significant difference in means at the\.0005 level,
4,

1

The group most affected by the volunteer treatment was the.Spanish female. The group
... L.4.

. ,

least:affected was the blaCk. male.

113
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In mathematics the following was found: (1) A41 students in the mathematics

experimental group gained at least six months, with the exception of black males.

The experimental group gain scares ranged from one month '(black males) t9fone year

three months (white males); ay In the control group, two of the six subgroups

.lost three or more months (Spanish males = loss of foUr months, white males = loss

of three months). Two other of the six sub-groups.showed no gain at-all (black

males and nen. females). The remaining two sub-groups gained from one month

(Spanish females) tothree months (white females); (3) A comparison ofthe gains

between the experimental and the control group ranged friam a difference of one

.
've

111 \
milth (black male experimental students = one "month gain; Control gorup students = no

gain) to a differencVof one year six months (white maleeiperimental students = one

year three months; control group students = loss of three months). This difference

was significant at the .001 level. The overall comparison indicated a difference

which was significant at the .0005 level. The group that was most affected by the

volunteer treatment was the white male. The group least affected by the volunteer

treatment Was.thehlack male.

('

1 a 'S

I

At
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THE *ATIONAL SCHOOL VOLUNTEER PROGRAM, 'INC.

The School Volu teer Pr gram of Miami actively participates in theNational

P "School Voluntee Progra Inc' which was established in 1964 with a grant. .

front the Ford F undatio and grew rapidly to encompass sao' districts across
-

the, United Stet s rang, g.from the urban cities to the small rural areas.

tr.

The goals of the Nafiotal School Vofunteer Program, Inc. are to explore and

/
encourage the use of quality volunteep services in the schools for the benefit

of'all children; to g' sssf,with the equalization ofopportunity for all citiiens

to give service in, sehool volunteer pibgrams; to promote communityiparticipation

and to cr eate dynamic' partnership among' the community, school, business/in-
. xd

dUstry: with both public and private organizations;' to plan for, an annual con-
-

ference brihging together those persons responsible ;for the direction, coor-

dination and supervision ofschool volunteer:Programs for the exchange of ideas,

discussions of common.concerns, redefining goals, evaluation techniques, bylaws

and prOtedures, eIting officers, obtaining infOrmation of area, district, state

and national levels. A

-
A:

,'
% ; e i

. . ''' Stl

Pre'sident Sarah A...Davis, Director of Volunteer and Tutorial Programs far the
...

Los Angeles City

national org

responSibl

Schools, heads the Natignal School Voilinteer4rngram, Inc. The
.

.

e,.
..

to, S
.

eks constantly timulate,and assist, those leaders
''. A,- , '.

1.
\ .

. . ,,, .

d local volunteer, programsby providing the type of

and intonation to iOep them abresS't of the* dxnam cleadership,

. growth of in B4ndation"through the dissemination and application

of materials a d info' eion.

1 5
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4.

The National School Volunteer Program, Inc. is self supporting and thus

continues to encourage membership Which is available to persons directly.

responsible for program implementation and, to volunteers preseniely render-
.

ing services. The annual $15,fee for progirectors/coordinators and

the fee for volunteers is definitely a worthwhile contribution. The

maintenance of the national organization is dependent on membership dues,

subscriptions acid donated gifts. Membership is open and those interested

should contact the treasurer of NSVP, Inc., Mr. Franklin V. Lehn, 49 East

'College AVenue, Springfield, Ohio 45501.

I
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NATIONAL SCHOOL VOLUNTEER PROGRAM, INC.
MEIBERSHIP APPLICATION.

.NSVP;', INC. MEMBERSHIP

Now.A.S,;youi. opportunity to become actively; involved in the NationalSchool Vpluntee; Program, Inc. Membership inclUdes a copy of the ex-cellentand informativeNational Directory,- membership, lists, nationalNewsletteri information ,about workshops and conferences on State,regional and national levels. EVERYONE is welcome and eligible tooin. Caetpries'includel
Professional-.open -Ec all persons responsible for theof school volubter programs (persons may be paid'or,volunteeradmin-

.
istrators).,- bWes $15.00.'
Associate--open to all volunteerand

school personnel associated witha school volunteer,
program.- Dues-15.00.

Sustaining--open to all persons who are school board members, sliperin-,tendents and sch41,administratogs. - Dues $15.00.-
Suptorting--ot.en'To all persons 1:rom..business, industry, professionalorganizetiond and other areas interested in supporting schpol volun-tger programming.. -Dues $15,00 or more at the discretion of thedonor.
Annual Membership dues are fo7x- one year,: from July 1 thru: June '30.Persons may join now =for the 1975-1976 membdrship year.

,:

Name
Position

Name of Program

4101School District'

Program' Address

Program Telephone

.Home' Address

State: . Zip

F.pome Telephone

Date:'

Type of Membership:'

,Piofessional
Associate

k Sustaining,
Supporting'
Contribution

Dues:

.

( New' .

() Renewed

State: Zip

PROFESSIONAL (Coordinators and Directors
ASSOCIATE (Volunteet,p)

Kail'to: Mrs. Robin
Membership
20, Irving
Worcester

-F. _Spaulding-

Chairperson, NSVP,
Street
MA 01609

Amount enclosed

$15$00 .
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